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DEPARTMENT OF ENVIRONMENTAL PROTECTTION AND RESOURCE MANAGEMENT

ALL DIVISIONS

AGENCY DIVISION
I'I'TM
NO. DESCRIPTION RETENTION
1. GENERAL CORRESPONDENCE Screen annually and

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, studies,
reports, directives, policies, and other materials
related to the administration of the agency.

UNOFFICIAL PERSONNEL FILES

Files contain information on current employees.
Files may contain but are not limited to copies of
applications, annual reviews, reprimands and
disciplinary actions, awards, doctor slips, accident
reports, resumes, etc.

LEAVE AND TIME SHEETS

This file contains office copies of employees annual
leave and daily time recordings (biweekly copies of
time sheets, and computer biweekly printouts).

BUDGET RECORDS

Annual Budget Submissions
Monthly Budget Printouts
Work Papers

destroy that material no
longer needed for current
business.

Directives, policies, and
other material related to
the planning and policy
that illustrate the
development of the agency,
retain permanently for
eventual transfer to the
Archives.

Screen annually and
destroy that material no
longer needed for current
reference. Retain
remaining items for two
(2) years after
termination, then destroy;

Retain for one (1) year,
then destroy.

Retain annual submissions
for five (5) years, then
destroy. Retain all otheJ
papers for two (2) years,
then destroy.
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RECORDS MANAGEMENT OFFICER

W%@

SCHEDULE APPROVED BY

COUNTY AIMINISTRATIVE OFFICER

A

SIGNATURE//

SCHEDULE APPROVED BY
‘ AGENCY,OR DIVISION REPRESENTATIVE

SCHEDULE APPROVED BY
STATE ARCHIVIST

5-30-67 /5&/ w S/ '7///71 M/
DATE SIGNATURE SIGNATURE
d 1 (REV. 1/86)




SCHEDULE ND.

RECORDS RETENTION AND DISPOSAL SCHEDULE c-637
(CONTINUATION SHEET) BCE ND.
2 of 11
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5. GENERAL ACCQUNTING RECORDS Retain for three (3)
These files contain office copies of Goods Received years from date of record,
memoranda, billing invoices, expense/travel reports, then destroy.

requisitions, petty cash vouchers, mileage reports,
direct payment forms, paid bills, ticket books,
purchase orders, deposit slips, receipt books, etc.

6. FIXED ASSET FILE Retain fixed asset
Fixed asset printouts (including vehicles) IRA Forms printout for one (1) yead,
(office copy) Lost/Stolen Forms (office copy) then destroy. Retain all
Surplus Forms (office copy) Transfer Forms (office other completed forms fo
copy) three (3) years, then
destroy.
7. VOLUNTARY DESTRUCTION AGREEMENT FILES Retain for five (5) years

These files are maintained by the Bureau of RegionaH after date of agreement,
Community Services and contain receipts for samples then destroy.

q used to determine compliance with Maryland food laws

and plans for involuntary embargoes.

8. PUBLIC SCHOOLS ~ ALL FILES Retain for ten (10) yearq;
These are maintained by the Bureaus of Regional five (5) years in office
Community Services and Air Quality and Waste then five (5) years at tle
Management. They include but are not limited to: Record Center, then

A. Drawings and Plats destroy.
B. Food service inspection reports

C. Notice of Detention

D. Water sample reports

E. Correspondence and equipment specificationg

F. Physical plant inspection reports

9, DAY CARE CENTER FILES Retain annual
These files are maintained by the Bureau of Regiona] environmental reports fog
Community Services. They contain Environmental and five (5) years, then
Water Sample Reports. destroy. Retain water

sample reports for thre
(3) years, then destroy.

M 1A (REV. 1/86)
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.12.

10.

11.

13.

14.

INSPECTION OF NONPUBLIC SCHOOL FACILITIES
These files are maintained by the Bureau of Regional
Community Services. They document the inspections
of school lunch rooms but may also include
inspection reports on buildings, grounds,
classrooms, and sanitary facilities.

INSPECTION OF PRISON FOOD SERVICE FACILITIES
These files are maintained by the Bureau of Regionaﬂ
Community Services. It contains food service
inspection forms and may also contain plans and
drawings.

RODENT CONTROL SURVEYS
These files are maintained by the Bureau of
Regional Community Services. They include:
A. Rodent Survey Inspection Forms
B. Follow-up Studies
C. Progress of Extermination Reports

FUMIGATION RECORDS

These records are maintained by the Bureau of
Regional Community Services. They include notices off
sealed homes, trailer and boat fumigation reports;
also follow-up inspection reports.

WATER SUPPLY AND TESTING FILES
These files are maintained by the Bureaus of
Regional Community Services, Air Quality and Waste
Management, and Water Quality and Resource
Management. They are indexed alphabetically by
location and include but are not limited to the
following:

A. Bacteriological drinking water reports

B. Drinking water analysis reports

C. Well water analysis reports

D. Field record of bacteriological drinking

water

E. Drinking water lab test results
State of Maryland well completion reports
G. Memos and correspondence

s |

Retain for three (3) yearn
from date of inspection,
then destroy.

Retain inspection forms
for three (3) years from
date of inspection, then
destroy. Film all plamns
and drawings and retain
film in office for the
duration of the
establishment, then
destroy. When film is
accepted, destroy paper
records.

Retain for ten (10)
years, from date
closed, then destroy.

Retain for two (2) years
from date closed, then
destroy.

Retain for three (3)
years, then microfilm anI
destroy papers after fil
is accepted. Retain
microfilm permanently
in office,

R 1A (REV. 1/86)
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15.

16.

17. AIR QUALITY CONTROL SITE INFORMATION FILES

SPECIAL FOOD SERVICE PERMIT FILES

These files are maintained by the Bureau of Regionai
Community Services. They contain onetime short ter
permits for food service facilities; inspection and
information for proper sanitation may also be
included.

FOODBORNE ILLNESS INVESTIGATION FILES
These files are maintained by the Bureau of Regionall
Community Services. They contain but are not
limited to foodborne poisoning reports and
investigation of foodborne outbreak reports.

These files are maintained by the Bureau of Air
Quality and Waste Management and they contain but
are not limited to:

18.

19.

A. National air monitoring site reports

B. Air sampling station site forms

C. Air monitoring location surveys

D. Plats, correspondence, and documents of
site

COMPLAINT FILES
These files are maintained by the Bureau of Regiona]
Community Services and Air Quality and Waste
Management. They contain but are not limited to
three part forms including work copies (white), fild
copies (yellow), and radio room copies (pink). They
document ordinary complaints to this agency (weeds,
rodents, etc.) and more serious complaints (sewage
discharge into streams and other environmental
pollution or hazards) and air quality control
complaints and investigation, records and
observation of visible emissions, including
telephone memoranda and correspondence. They may
also include lab samples when necessary.

COMPLAINT CONTROL LOG (Master and Division)

These files are maintained by the Bureau of Air
Quality and Waste Management. They contain
registration of item by number, date, person making
complaint, investigator, location and general naturs
of complaint.

Retain for three (3)
years, then destroy.

Retain for ten (10) yeard
(five (5) years in officd

and then five (5) years in

Records Center), then
destroy.

Retain for fifteen (15)

years, seven (7) in officd

and eight (8) in the
Records Center, then
destroy.

Retain ordinary complaings

and air quality control
complaints for three (3)
years from date complain
is closed (corrected),
then destroy. Retain
serious complaints for
five (5) years after

complaint is closed

(corrected), then destro

Retain Air Quality Contr
master log for three (3)
yvears, then forward to
State 0ffice of Departme
of Environmental
Protection and Resource
Management. Retain all
other logs for three (3)
years from date of last
entry, then destroy.

-

1

RMIA (REV. 1/86)
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20. RESTAURANT AND FOOD SERVICE FACILITIES INSPECTION Retain items a through g
FILES for five (5) years, then
These files are maintained by the Bureaus of Air destroy. Retain plans and
Quality and Waste Management and Regional Community special exception
Services. These files contain but are not limited approvals for five (5)
to the following: years after date of last

A. Request for liquor licenses entry, then destroy.

B. Water sample reports

C. Frozen desserts inspection reports

D. Food service inspection reports

E. Observation sheets

F. Notice of detention or embargo

G. Correspondence and equipment specificationg

H. Drawings and plats transferred from new

establishment construction files

I. Special exception approvals
Files incorporate item #21 after project is
completed. The Air Quality Division retains their
copy of this file in their Premise Files (item #24),
except C.

21. NEW ESTABLISHMENT CONSTRUCTION FILES When permit is granted
These files are maintained by the Bureaus of Water files are transferred to
Quality and Resource Management and Air Quality item #20. If permit is fqr
and Waste Management. They contain but are not private system, microfil
limited to the following: after permit is issued and

A. Layouts of facilities, plumbing and retain film for thirty
drawings (30) years, then destroy
B. Plats and Plans
C. Equipment specifications
D. Request for occupancy permits
E. Correspondence, inspections, and remarks
If the particular site is served by private water
and sewer, these records are also maintained in the
Water and Sewer divisions "Special Files".

22, MOBILE HOME PARK INSPECTION FILES Retain water samples,

These files are maintained by the Bureau of Regional complaints,
Community Services. They document inspections and correspondence, and formi
complaints and contain but are not limited to the for three (3) years, the
following: destroy.
A. Copies of applications for Trailer Park Film plats and drawings
Permits and destroy paper after
B. State license to operate a mobile home parﬂ film is accepted. Retaig
‘ C. Mobile home park inspection sheets film for life of facilitﬁ,
D. Complaint form/first notice of violations, then destroy.
abatement order and final notice

RM]A (REV. 1/86)
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23. SWIMMING POOL FILES Retain for three (3) yearp

These files are maintained by the Bureau of Regional after the date the file
Community Services. They include forms regulating is closed, then destroy.

use of swimming pools including the following:

A. Licensing and inspection forms

B. Application for permit to operate a public
swimming pool

C. Application for public swimming pool
operator and lifeguard

D. public pool closure form

E. Specification sheet and follow-up
inspection

F. Swimming pool weekly operating record

G. Various licenses and permits

H. Bacteriological report on swimming water

24, PREMISE FILE These files incorporate
These files are maintained in the Bureau of Air the division's copy of
Quality and Waste Management. They contain the item #20. Retain in

‘ following: office until building is
A. Premise Inspection Checklist destroyed and file is
B. Permits to Operate closed. Transfer to recoad
C. Plats and Drawings center and retain for 12
D. Correspondence and Memos years, then destroy.

25. REGISTRATION CARD FILES Retain until updated or 1o
These computerized printouts are maintained by the longer needed, then
Bureau of Air Quality and Waste Management and are destroy.

indexed alphabetically by premise name. They are
received monthly from the State of Maryland, who
compiles the data sent in by the County Air Quality
Control Division.

26. DATA REPORT FILES Retain for twenty (20)
These reports are retained by the Bureau of Air years after date of
Quality and Waste Management and contain air project completion, ten
monitoring summaries and environmental protection (10) years in office and
agency summaries. They are filed alphabetically by ten (10) years in the
premise name. Records Center, then

destroy.

27. OPEN BURNING PERMIT LOGS Retain for one (1) year

This log is maintained in the Bureau of Air Quality after expiration date of
‘ and Waste Management. It is indexed chronologically last entry, then destroy.

by permit number and includes issue and expiration
dates, name, investigation, location, nature, and
purpose.

R 1A (REV. 1/86)
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28.

29.

‘30.

31.

APPLICATION FOR USE OF OPEN FIRES

These files are maintained by the Bureau of Air
Quality and Waste Management. They include site
inspections, property sketches, restrictions, and
signatures of the Health Officer. They may also
include "Emergency Order Preventing Burning"
documents.

ATR QUALITY PROJECT FILES

These files are maintained in the Bureau of Air
Quality and Waste Management and may contain but are
not limited to correspondence, notes on large,
ongoing projects such as fuel sampling, vapor
recovery, open burning, and vehicle emissions. They
are indexed alphabetically by site or premise name.
Files that document potentially dangerous or
environmentally hazardous projects remain active for
longer periods.

SCAVENGER PERMITS

These files are maintained by the Bureau of Water
Quality and Resource Management. They contain
permits issued to scavengers which are indexed
alphabetically by company name.

COMMENTS ON ZONING VARIANCES

These files are maintained in the Bureau of Water
Quality and Resource Management and are filed
alphabetically by location name. They contain
department comments on applications for zoning
variances and a copy of the request for variance.
The original documents are maintained in the officd
of Planning and Zoning.

Retain for one (1) year
after date copy of
application is issued,
then destroy.

Retain for three (3) year
after date project ends,
then destroy.

Screen annually and
dispose of that material
no longer needed,
including expired permit4
that are renewed in the
current year. Retain
expired but unrenewed
permits for one (1)
additional year from datd
of issue, then dispose.

Retain for one (1) year
after the departmental
comments are filed in th
office of Planning and
Zoning, then destroy.

M 1A (REV. 1/86)
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32,

33.

34,

35.

SANITARY SURVEY FILES

These files are retained in the Bureau of Water
Quality and Resource Management and are indexed
alphabetically by area name. They contain surveys
done at the request of citizens regarding possible
extensions of public water and sewer lines into
specific areas. They determine if the extensions
are warranted by public health reasons such as
failing septic systems or contaminated groundwater.
Files are segregated according to surveys that lead
to water and sewer extensions and those that are not
extended.

PERCOLATION TEST FILES
These files are maintained by the Bureau of Water
Quality and Resource Management. They are indexed
geographically by location and contain the
following:

A. Application for enclosure to Permit

percolation test

B. Test results and DEPRM minimum
recommendations
Changes of recommendations
Certificate of compliance
. Scale drawing request
Well pump form

Mmoo

COMMERCIAL FILES

These files are maintained by the Bureau of Water
Quality and Resource Management and are indexed
geographically and alphabetically by location
address. They include but are not limited to a
copy of the percolation test, engineer's plans for
sewage and waste water, percolation spot
information, plans for drinking water and
construction are included along with memos and
correspondence.

MAJOR SUBDIVISION FILES

These files are maintained by the Bureau of Water
Quality and Waste Management and are indexed
alphabetically by subdivision name. They contain
required forms for development of more than two (2)
lots of subdivided land such as long term sewage
plans for waste and potable water, plats, drawing
and correspondence.

Retain those surveys that]
lead to extensions of
water and sewer lines for
ten (10) years after JF
project is completed (fi
(5) years in office and
five (5) years in records
center), then destroy.
Retain those that are not
extended for fifteen (15)
years (five (5) years in
office, ten (10) years ir
record center), then
destroy.

Retain for ten (10) yearg
(five (5) years in officd
and five (5) years in
records center) after te%t
date, then destroy.

Retain in office for thrge
(3) years after file is
completed, then microfilg.
After film is accepted,
destroy paper records.
Retain film permanently
in office,.

Retain in office until
subdivision is completed
then microfilm. Destroy
paper records after film
is checked and validated
Retain film in office
permanently.

M 1A (REV. 1/86)
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36. PERMITS Retain permits in office
These files are maintained by the Bureau of Air for five (5) years after
Quality and Waste Management and are indexed permit or business
alphabetically by permit holder. They may contain expires, then destroy.
applications and permits to operate and maintain
chemical and petroleum product handling and storage
systems. They may be short term (overnight) or long
term (three years).

37. WASTE DISPOSAL FACILITY FILES Retain for ten (10) years
These files are maintained in the Bureau of Air in office after file is
Quality and Waste Management and are indexed closed, then purge and
alphabetically by site. They may include the destroy items C and D.
following: Film items A and B and

A, Permits retain film for Thirty
B. 1Inspection or investigation reports (30) years. Destroy papdr
C. Chemical analysis of ground and surface records after film is
water checked and validated.
D. Construction documents and plans
‘ E. Correspondence

38. COMPLAINT INVESTIGATION FILES Retain files for ten (10)
These files are maintained in the Bureau of Air years after investigatior
Quality and Waste Management and are indexed is completed, then
alphabetically by location. They may contain but destroy.
are not limited to original complaint and follow-up
reports and documents relating to the investigation,

39. SUBDIVISION FILES Retain in office for one
These files are maintained in the Bureau of (1) year after subdivisidn
Engineering Services and are indexed alphabetically is completed, then
by location. They may contain sediment control destroy.
plans for subdivisions, inspection reports,
complaints and enforcement actions.

40. SEDIMENT CONTROLS PLANS Retain in office for
These files are maintained in the Bureau of duration of permit, then
Engineering Services and may contain, but are not destroy.
limited to, plans review and approval evaluations
with departmental comments on plans.

R 1A (REV. 1/86)
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41,

42,

SECURITY BOND FILES

These files are maintained by the Bureau of
Engineering Services and are indexed chronologically]
by permit number. They may include copies of
letters of credit, passbooks, certificates of
deposit or certified checks along with a copy of
permit. They also document disposition of security
when the account is closed.

PROJECT FILES

These files are maintained in the Bureau of
Engineering Services and are indexed alphabetically
by location. They may contain plats and plans
relating to storm water management and resulting
inspection reports.

Retain for twenty (20)
years after account is
closed (five (5) years in
office and fifteen (15)
years in the records
center).

NOTE: about to be
computerized. Once this
is done, retain paper
files in office five (5)
years after input to
computer then destroy.

Retain record on computeT

for fifteen (15) years,
then purge and destroy.

Retain paper in office
until project is completd
(built out), then

microfilm plats and plang.

Destroy paper (plats and

plans) after film has beqn

accepted. Retain film
permanently.

Engineering computations
are microfilmed after
project has been
completed. The original
of the microfilm is
retained permanently in
Records Management. The
paper is transferred to
the Record Center and is
retained for twenty five
(25) years, then
destroyed. The working
copy of the film is
retained in the
originating office until
no longer needed.

d

RM 1A (REV. 1/86)
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43.

44,

RED CROSS SWIM WATER SAMPLES
These files are maintained by the Bureau of Regional|
Community Resources and are arranged alphabetically
by beach site name. They may contain but are not

limited to weekly water samples from public beaches.

CAMP AND BEACH INSPECTION FILES

These files are retained by the Bureau of Regional
Community Services and are indexed alphabetically by
facility name. They may contain but are not limited
to the following:

Inspection sheets

Camp facilities inspection sheets
Water samples and chemical analysis reports]
Correspondence reports

DO w >

L T N

R TR

Ly
HTRE

OB i e S5 e

Retain for three years
after date of test
results, then destroy.

Retain items A, B, and D
for five (5) years from

date of inspection, then
destroy.

Film item C and retain
film permanently in
office. After film is
accepted, destroy paper.

R 1A (REV. 1/86)
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INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES

A
- SEPARATE FORM FOR EACH NEW OR - RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD ' 7275 WATERLOO ROAD = - —
WI"ECDRDS RETENTION SCHEDULE. - - -~ P.0. Box 275 ' Page of
Jessup, Maryland 2079 i - o _
1. DEPARIMENT /AGENCY 2. DIVISION . 3. UNIT
DEPRM Administrationo

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERTES TITLE 5. EARLIEST YEAR/LATEST YFAR

L ENERAL @&QESPON%AB& | T0

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOURMD
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCIION OF THE SERIES)

) Arrcangerront W il e ,&It@u_z,&%“\:

DEFINITION-RECCRD SERIES-

6. RECCRD SERTES DISCRIPTICN -

7. RECORDS SERIES FORMST(S) _ - 8. RECORDS SERIES SEQUENCE $. VOLME : .-
LETTER SIZE [] MICROFIM 0 ALPHABETICAL ® FILE DRAWER(S)
. / [[] MICROFIIM REEL(S)
LEGAL SIZE [] CCMPUTER TAPE : {1 NMERICAL [1 COMPUTER TAPE(S)
. NRBER (] OTHER SPECIFY
(] BouND BOOK  [] FLOPPY DISK . [] CHRONOLOGICAL :
: 10. VOLW*E ‘
(] AUDIO TAPE  [] VIDEO TAPE (] GEoGRAPHICAL M4 FILE DRAWER(S)
I } {1 MICROFIIM REELS(S)
[] OTHER(SPECIFY) iJ OTHER SPECIFY . [] COMPUTER TAPE(S)
,¢(ZME@; %Sz @wk NGMBER (] OTHER(SPECIFY)
Il. FILE US USED 12. FILES RECOME DNACTIVE AFTER
X pamz (7 wEmLT (3 YONTHLY / r7oNmHeS) M OTERES
NIMRER
13. CURRENT LOCCATICN(S) (BLLG., FLCOR, ROCM) 4. IS RECORDS SERIES DUPLICATED ELSEWHERE?

(If yes, specify agency or office

MW {1 YES ¥ Mo

[V 4
I5. ACCESS RESTRICTIONS [) ¥ES ¥ nNO _ 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) M xoMe [) STATE (] FEDERAL [] TNDEPENDENT
17. IS AN DNCEX SYSTEM USED? (If.yes, explain briefly and 18. RECOMMENDED RETENTICN

describe and nardware/software) ) MWL/
0w o .~ | L e .

TITLE OF PREPARER ’ 20. TELEZPECME SMERR

2. DATE :
3755 7/32/8 5
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INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES
. AGE
- SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION GENCY RECORDS INVENTORY
REVISED RECORD SERTES. FORWARD 7275 WATERLOO ROAD
wn'ecoRDs RETENTION SCHEDULE. - - P.0. Box 275 = - C ey RERFCIE
Jessup, Maryland 20794 8 o
. DEPARTMENT/AGENCY 2. DIVISION L ' 3. WNIT )
DEPRM L A ministratioso

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4, RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
UNOFEICIA L \PeRSordEL FILES 10

_(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FCUXD
IN THE SERIES. INCLUCE THE PCRPOSE OR FUNCTION OF THE SERIES)

DEFINITION-RECORD SERIES-

6. RECCRD SERTES DISCRIPTTON

7. RECORDS SERIES FORMST(S) . 8. RECORDS SERIES SEQUENCE S. VOLIME

M LETTER SIZE [] MICROFTIM K{ aLpHARETTCAL ' ] FILE DRAWER(S)
.LE // (] MICROFIIM REEL(S)
GAL SIZE [] CQMPUTER TAPE : [] NERICAL /0 [] CaMPUTER TAPE(S)
. NMBER  [] OTHER SPECIFY
[J BouD BOOK  [] FLOPPY DISK - . . [] CHRONOLOGICAL -
: 10. VOLRE ,
(1 aupTO TAPE [] VIDEO TAPE  [] GEOGRAPHICAL - B FILE DRAWER(S)
/) (] MICROFILM REELS(S)
[1 OTHER(SPECTFY) [] OTHER SPECIFY /4[] COMPUTER TAPE(S)
. NQMEER (] OTHER(SPECIFY)
I1. TILE US USED 12. FILES RECOME TNACTIVE AFTER
JX Aty 07 we=y (3 MONTHLY 2. r3 MONTH(S) K YEar(S) A
NIMBER MW
13. CURRENT LCCATICN(S) (BLLG., FLOOR, ROQM) 14. IS RECORDS SERIES DUPLICATED ELSEWHERE?
(1f yes, specify agency or office
2L G gemsce &) yES (1%
I5. ACCESS RESTRICTIONS [) vES i MO 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) K xoME [ STATE (] FEDERAL [] DXCEPRNDENT
17. IS AN DNDEX SYSIEM USED? (If.yes, explain briefly and 18. RECOMMENCED RETENTICN

descrite and hardware/software)

vES  [10 £l deaed il
Jf%mwofwﬂ% 7

1S, NAE AND TITLE COF PREPARER 20. TELZPHCNE NGMERR 21.

DATE
ponans F755~ 7/23 /89
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INSTRUCTIONS — TYPE OR PRINT A’ DEPARTMENT OF GENERAL SERVICES
‘ AGE
SEPARATE FORM FOR EACH NEW OR _ RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERTES. FORWARD 7275 WATERLOO ROAD —
WIT.OORDS RETENTION SCHEDULE." . .. .. .. P.0. Box 275 ... Bt e
Jessup, Maryland 20794 & - iy — . .
1. DEPARTMENT/AGENCY 7 2. pvIsTow < 3. UNIT
DEARM AAAMria BTt

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
DEFINTTION-RECORD SERTES™ prrpencE AS WELL AS RETENTION AND DISPOSITION PURPOSES.
4. RECORD SERIES TTTLE 5. EARLIEST YEAR/LATEST YEAR

LEAVE AUY Tim E SHEETS , ' 0

(BRIEFLY DESCRIBE THE TYPES OF INFORMATTON/DOCUMENTS/FORMS FOUMD
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCIION OF THE SERIES)

,% )Wﬁ,/&,@.‘_&\’-’

LT e

!

6. RECCRD SERTES DISCRIPTION -

7. RECORDS SERIES FORMST(S) - 8. RECORDS SERTES SEQUENCE G. VOLIME

LETTER SIZE [] MICROFTIM 0X) ALPRARETTCAL i FILE DRAWER(S)
/ (] MICROFTIM REEL(S)
.LEGAL S1ZE [] CQMPUIER TAPE : (] NMERICAL é‘Q [] COMPUTER TAPE(S)
. NMBER (] OTHER SPECIFY
[] BOUND BoOK  [] FLOPPY DISK [] CHRONOLOGICAL
: 10. VOLIME ,
[] AUDIO TAPE [] VIDEO TAPE [] GEOGRAPHICAL - ' - [] FILE DRAWER(S) .
' ) {1 MICROFIIM REELS(S)
(] OTHER(SPECIFY) (] OTHER SPECIFY gég (] COMPUTER TAPE(S)
. NEER (] OTHER(SPECIFY)
Il. FILE US USED 12. FILES RECOME DMACTIVE AFTER
[ pamry W (3 YOMTELY / r7:0NMmH(S) X YERR(D)
NUMBER
[3. CURRENT LCCATICN(S) (BLDG., FLCOR, ROCM) 14. IS RECORDS SERIES DUFLICATED ELSEWHERE?
(If yes, specify agency or office
MW X YES (] Mo
[74
15. ACCESS RESTRICTIONS [] YES )(J NO 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) K soNE  [] STATE (] FEDERAL [] DXDEPDXDENT
17. IS AN INDEX SYSTEM USED? (If.yes, explain briefly and 18. RECOMMENDED RETENTICN

describe and hardware/sofcware)
X vES [1 3 | M%%/W&—

9. NavE AND TITLE OF PREPARER 20. TELEPECNE WMERR 21. DATE
| F755 9/22 /L8




Co37

INSTRUCTIONS — TYPE OR PRINT A ' DEPARTMENT OF GENERAL SERVICES
- SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 VATERLOO ROAD — ——
WI'J.ECORDSRELENTIONSG-IEDULE. ST P.OBox 275 © . L
Jessup, Maryland 2079 , .. g - 0
I. DEPARTMENT /AGENCY 2. DIVISION o 3. UNIT

DEPRM LAnonedralzot)

CERIE: A GROUP OF RELATED RECORDS NORMALLY FTLED AND USED AS A UNIT FOR
DEF TON-RECORD S REFERENCE AS WELL AS RETENTION AND DISPOSTLION PURPOSES.

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

BuslET RECO80S | 10

_(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FCUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERTES)

M &«%«/W

%W

6. RECCRD SERTES DISCRIPTICN

7. RECORDS SERIES FORMST(S) ‘ - 8. RECORDS SERIES SEQUENCE . VOLIME S
QX LETTER SIZE [] MICROFILM {] ALPHABETICAL & FILE DRAWER(S)
. /{ (] MICROFTIM REEL(S)
LEGAL SIZE [] CCMPUTER TAPE : [71 NERICAL 3 [J CQMPUTER TAPE(S)
. NIMBER (] OTHER SPECIFY
[] BOUND BOOK  [] FLOPPY DISK 1}4 CHRONOLOGICAL
: 10. VOLIME .
(] AUDIO TAPE  [] VIDEO TAPE _ [] GEOGRAPHICAL _. 4 FILE DRAMER(S)
) {] MICROFTIM REELS(S)
{1 OTHER(SPECIFY) (] OTHER SPECIFY [] COMPUTER TAPE(S)
NQEBER [] OTHER(SPECIFY)
[1. FILE US USED - 12. FILES RECOME *\uc*m AFTER
{R patLy 03w (3 MONTHLY Z 7 2ONTH(S) ¥ TEAR(3S
NIMBER
13. CURRENT LCCATICN(S) (BLLG., FLOOR, ROCM) 1. IS RECORDS SERIES DUFLICATED ELSEWHERE?
(If yes, specify agency or office
R (1 ¥Es A
15. ACCESS RESTRICTIONS [] YES ¥ MO 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) & soe  [] STATE (] FEDERAL  [] INDEPEXNDENT
17. IS AN DNDEX SYSIEM USED? (If yes, explain briefly and 18. RECOMMENCED RETENTICN

descrite and hardware/software)

9. Na'® AND TITLE OF PREPARER 20. TELEPECNE WMEER 21, DATE
e s755 7/52 /4%




INSTRUCTIONS — TYPE OR PRINT A’ DEPARTMENT OF GENERAL SERVICES
_ A
- SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION GE_NCY. REC,ORDS I,NVEN.TORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
VI"ECDRDS RETENTION SCHEDULE. ' ) P.0. Box 275 R -
Jessup, Maryland 207% ape 0
1. DEPARIMENT /AGENCY 2. DIVISION - 3. o

DECEM AAriineg i ligr/

T CERTE A GROUP OF RELATED RECORDS NORMALLY FILED AMD USED AS A UNIT FOR
DEF TON-RECDRD S REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES. B

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
CENERAL AcCcoOONTING LECOLDS e

(BRIEFLY DESCRIBE THE TYPES OF DNFORMATION/DOCUMENTS/FORMS FORD
IN THE SERIE§; INCLUCE THE PURPOSE OR FUNCTION OF THE SERTES)

6. RECCRD SERTES DISCRIPTION -

7. RECORDS SERIES FORMST(S) . 8. RECORDS SERIES széumca 5. VOLIME . ,
M/ LETTER SIZE [ MICROFTIM [] ALPHABETICAL & FILE DRAWER(S)
' y (] MICROFIIM REEL(S)
LEGAL SIZE [] CQMPUTER TAPE : (] NMERICAL [1 CQMPUTER TAPE(S)

NMBER  [] OTHER SPECIFY

[] BOUND BOOK  [] FLOPPY DISK - . [] CHRONOLOGICAL
: 10. VOLWME -
(7 AupIo TAPE  [] VIDEO TAPE [] GEOGRaPHICAL - - _ b FILE DRAWER(S)
% ] MICROFIIM REELS(S)
[] OTHER(SPECIFY) (] OTHER SPECIFY (] COMPUTER TAPE(S)
NQEER (] OTHER(SPECIFY)
I1. FIOLE US USED 12. FILES RECOME DMACTIVE AFTER
J‘)i DATLY 03wy (3 MONTHLY 3 77 »ONTH(S) D@/ TEAR(E)
MMBER
13. CURRENT LCCATICN(S) (BLLG., FLOOR, ROCM) 14. IS RECORDS SERIES DUPLICATED ELSEWHERE?
(1f yes, specify agency or office
A (1 YES X o
15. ACCESS RESTRICTIONS [1 YES Jd MO 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) 0 voMe []) STATE [] FEDERAL [] TNDEPENDENT
17. IS AN INCEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMAENDED RETENTICN

describe and hardware/sofcware)
(] vEs K 10 | ae 7&%/ MML—

IS. NA'E AD TTILE OF PREPARER 20. TELETHONE ¥OMEFR 21. DATE
MJ ' F/EE 7/;7 = / £&




CL37

INSTRUCTTONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERTES. FORWARD 7275 WATERLOO ROAD
wn'-:cnRDs RETENTION SCHEDULE. . ... - . .P.0. Box 275 -- T pe of
Jessup, Maryland 2079 & ot
|. DEPARTMENT/AGENCY CT T 9 pvIst 3. UNIT

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

FIXED ASSET F/LE . 10

(BRTEFLY DESCRIBE THE TYPES OF TNFORMATION/DOCIMENTS /FORMS  FOUND
IN THE SERIES. INCLULE THE PURPOSE OR FUNCTION OF THE SERIES)

Figocs asact [raendt (mabicdincy acbiotic))
T %%)‘ )

- Apst [ Stolern ms - (o Copr )

éwy/a& Jorms-- (. @77) '

Trunsler dvms (opger aspy )

DEFINITION-RECORD SERIES-

6. RECORD SERTES DISCRIPTICN -

7. RECORDS SERIES FORMST(S) - 8. RECORDS SERIES SEQUENCE G. VOLIME . . -
J LETTER SIZE [] MICROFD 9 AUPHARETTCAL P FILE DRAWER(S)
/f (] MICROFTIM REEL(S)
.IEGAL SIZE [] CQMPUIER TAPE : {1 NMERICAL /0 [] CPUTER TAPE(S) -
) NMBER [ ] OTHER SPECIFY
[] BomD BooK  [] FLOPPY DISK [] CHRONOLOGICAL
- S 10. VOLIME _
(] AUDIO TAPE [] VIDEO TAPE [] GEOGRAPHICAL ' B FILE DRAWER(S)
' ) (] MICROFIIM REELS(S)
] OTHER(SPECIFY) (] OTHER SPECIFY 0 [ COMPUTER TAPE(S)
NGRMEER [] OTHER(SPECIFY)
t1. TILE US USED 12. FILES RECOME DNACTIVE AFTER
[] pamry }( LY 3 MoNTHLY 75 2ONTH(S) )S(l YEAR(S)
NIMBER
13. CURRENT LCCATICN(S) (ELDG., FLCOR, ROQM) 14. IS RECORDS SERIES DUFLICATED ELSEWHERE?
(If yes, specify agency or office
1(4/ YES (1™
15. ACCESS RESTRICTIONS [] YES NO 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulacion(s) WNONE [) StaTE  [] FEDERAL [] DXTCEPRNDENT
17. IS AN DNDEX SYSTEM USED? (If.yes, explain briefly and 18. RECOMMENTCED RETENTICN

describe and hardware/sofcware) ' Ww&’ ?‘/ e
0w K L %W

1. YAE/AND TITLE OF PREPARER 20. TELZCHECONE NLMEER 21. DATE
7




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

- CbZF7

DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY

RECCRDS MANAGEMENT DIVISION -
7275 WATERLCO ROAD

WITH RECORDS RETENTION SCHEDULE. P.0. Box 275 P .
_ Jessup, Maryland 2079 Be °
|. DEPARTMENT /AGENCY 2. DIVISION 3. UNIT

Déplqm Western ¥ é&?éerﬂ Eeﬁum.s

DEFINITION-RECORD SERIES- REFFRENCE AS WELL AS

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

RETENI‘ION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

VOLONTBRY DESTRUCTION %}&/Qeeus«ur F7LES -

g < TG
6. RECORD SERIES DISCRIPTICN IN THE SERTES.

e e

(BRIEFLY DESCRIEE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

7. RECORDS SERIES FORMST(S)
Kl LETTER SIZE [] MICROFIIM

‘LEGAL SIZ= [ COMPUTER TAFE
{1 BOMD BocX  [] FLOPPY DISK
(] AuDIO TAPE [] VIDEO TAPE

{1 OTHER(SPECIFY)

8. RECORDS SERIES SEQUENCE $. VOLRE
| AUPHABETICAL ¥ FILE DRAWER(S)
{1 MICROFIIM REEL(S)
(] NUMERICAL _ [] COMPUTER TAFF(S)
- NUMBER (] OTHER SPECIFY
[] CHRONOLOGICAL
10. VOLIME
[] GEOGRAPHICAL ) FILE DRAWER(S)
{1 MICROFIIM REELS(S)
{] OTHER SPECIFY (] COMPUTEK TaPE(S)

NOEBER [ ] OTHER(SPECIFY)

1. FILE US USD
(] patLy (] WEEKLY M

12. FILES BECOME TMACTIVE AFTER
VONTHLY 5 ['7 MONTH(S) ¢ 7EAR(S)
NQMPER

13. CURRENT LCCATION(S) (ELIG., FLOOR, ROCM)
(If ves, spec1fy agency or ofnce

Rogeris, tekths

l&. IS RECORDS SERIES DUPLICATED ELSEWHERE?T

[1 YES X no

\v4
15. ACCESS RESTRICTIONS [1YES KX M
(If yes, cite law(s) & regulation(s)

16. AUDIT REQUIREMENTS
(X0vE  [] SaTE (] FEDERAL  [] INDEPENDENT

describe and hardware/sofmvare)

MvEs . [I1x

o

17. IS AN INDZX SYSTEM USED? (If yes, explain briefly and 18. RECCMMENDED RETENTION

M%M/M&lu,&/ @S

19. NAME AMD TTTLE OF PREPARER

20. TELEPEONE NGMBER ' 21. DaTE
3755 7/33 /8§




v o | - - C6Z%7
INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES '
SEPARATE, FORM FOR EACH NEW OR RECORDS MANAGFMENT DIVISION L AGENCY RECORDS INVENTORY
REVISED RECORD SERTES. FORWARD 7275 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE. P.0. Box 275 ' Page ' of

' Jessup, Maryland 2079 i
1. DEPARTMENT /AGENCY 2, DIVISION 3. UNIT

INTT : A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
DEF TON-RECORD S REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE

YVELIC. SCHEOL. S — A1) File TFem <

5. FARLIEST YFAR/LATEST YEAR
TO

- (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENYS/FORMS FOUND
SERIE SCRIPTICN -
5. RECORD 5 DIS TN IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERTES)

&@WW*

Wm W

7. RECORDS SERIES FORMST(S) 8. RECORDS SERIES SEQUENCE 9. VOLME
M LETTER SIZE [] MICROFTIM M ALPHARETICAL §J FILE DRAWER(S)
(] MICROFIIM REEL(S)
‘LECAL SIZE [] CCMPUTER TAPE [] NUMERICAL / [1 COMPUTER TAPE(S)
NMBER  [] OTHER SPECIFY
(1 ROUND BocX  [] FLOPPY DISK [} CHRONOLOGICAL
10. VOLIME
(] AuDIO TAPE [] VIDEO TAPE ’ (] GEOGRAPHICAL ] FILE DRAWER(S)
(] MICROFIIM REELS(S)
(1 OTHER(SFECIFY) A [] OTHER SPECTFY @ [] COMPUTER TAPE(S)
" NIMBER [ ] OTHER(SPECIFY)
i1. FILE US USD 12. FILES EFCCMS INACTIVE AFTER
(1 pamLy M EERLY {1 YONTELY ‘ 5 {1 MONTH(S) % 7EaR(S)
NUMBER '
13. CURRENT LCCATION(S) (BLIG., FLOCR, RCGM) J4. IS RECORDS SERIES DUPLICATED ELSEWHERE?
(If ves, pec1fy cy or office :
o o9 W%zj” e Hw
15. ACCESS RESTRICTIONS [] YES N 16. AUDIT REQUIREMENTS

(If yes, cite law(s) & reoulatlon(s)

M o€ (] Smate [] FEDERAL (] TNDEPENDENT

17. IS AN DNDE{ SYSTEM USED? (If ves, explain briefly and . 18.

#)ﬁ

RECCMMENDED RETENTION

describe and hardware/software) 2
WwEs. . [ M%“/Mdlo&—f 37

19. NAME AND TITLE CF PREPARER 20. TELEPEONE NGYBER

s

21. DATE
/AR )PP

|




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE. P.0. Box 275

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGFMENT DIVISION
7275 WATERLOO ROAD

CL37

AGENCY RECORDS INVENTORY

‘%} Jessup, Maryland 2079 Page of
1. DEPARTMENT /AGENCY 2. DIVISION 3. UNIT
DEPRM) e #/D

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AMD USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TTILE

DHY CARE CENTER F/LES

5. EARLIEST YEAR/LATEST YEAR
TO

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FGUND
S DISCRIPTICN -
5. RECORD SERIES DIS tew INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

7. RECORDS SERIES FORMST(S)

Xl LETTER SIZE [] MICROFTIM K] ALPHABETICAL
‘ LEGAL SIZE [] CQMPUTER TAPE (] NRERTCAL

[] BoD BocX [ FLOPPY DISK (] CHRONOLOGICAL

(] AUDIO TAPE  [] VIDEO TAPE [] GEOGRAPHICAL

{1 OTHER(SPECIFY) [] OTHER SPECIFY

8. RECORDS SERIES SEQUENCE

S. VOLBRE
¥/ FILE DRAWER(S)
{1 MICROFIIM REEL(S)
[1 COMPUTER TAFR(S)

NOVBER [ OTHER SPECTFY

10. VOLRME
FILE DRAWER(S)
l% (] MICROFIIM REELS(S)
[] COMPUTER TAPE(S)
NMBER [] OTHER(SPECIFY)

Il. FILE US US=

(] pamy RN WEEKLY

12. FILES RFCCME TNACTIVE AFTER
5 7 MONTH(S)
NQREER

¥ TEAR(S)

13. CURRENT LCCATION(S) (BLDG., FLOCR, RCGM)

(1f ves, specify agency or office
et ¢é%

14. IS RECORDS SERTES DUFLICATED ELSEWHERE?

&

[1 vES {1 mo
15. ACCESS RESTRICTIONS [] YES £ N0 16. AUDTT REQUIREMENTS
(If yes, cite law(s) & regulation(s) X xoE  [] smatE (] FEDERAL [ 1NDE?ENDE’NI‘
17. IS AN TNDTX SYSIEM USED? (If ves, explain briefly and 18. RECCMENDED RETENTION
desbgr;rgz ‘a;d \haEc]mivée/sormare) g 7 >

it
Mg S

20. TETEPEOME NGMBER

3755

19. MAME AMIY TITLE OF PREPARER

21.

DATE

ﬂ&&/&’

|l
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' ‘ | - cb?7
INSTRUCTIONS ~ TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION ' AGEN_CY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLCO ROAD
WITH RECORDS RETENTION SCHEDULE. P.0. Box 275 " Page : £

' Jessup, Maryland 2079 a8 °
1. DEPARTVMENT /AGENCY 2. DIVISION L 3. UNIT

YEPR M See #/D

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE : 5. EARLIEST YFAR/LATEST YEAR

TNSPECTON < o= NONPUBLI ¢ Screpc FBCILITIES 10

_(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE 'IHE PURPOSE OR FUNCTION OF THE SERTES)

DEFINITION-RECORD SERIES-

6. RECORD SERIES DISCRIPTICN

7. RECORDS SERIES FORMST(S) - 8. RECORDS SERIES SEQUENCE 9. VOLIME
NETTER SIZE [ ] MICROFTIM K} .ALPHABETICAL : I FILE DRAWER(S)
' , 2) (] MICROFTIM REEL(S)
‘LEGAL S1z2 [] COMPUTER TAPE [] NUMERICAL _ {] COMPUTER TAPE(S)
? [] OTHER SPECIFY
[J BOUND BocX [} FLOPPY DISK '] CHRONOLOGICAL
_ 10. VOLIME
[] aup1o TAP=  [] VIDEO TAPE [ 1 GEOGRAPHICAL (4 FILE DRAWER(S)
[] MICROFIIM REELS(S)
(1 OTHER(SFECTFY) : _ (] OTHER SPECTFY (] COMPUTER 1aP:(S)
MMBER [] OTHER(SPECIFY)
il. FILE US USD 12, FTLES BECCME DMACTIVE AFTER
[] pamy A wEEay L1 MoNTELY 3 1 MONTH(S) Q@ TEAR(S)
NUMEER
13. CURRENT LCCSTION(S) (ELLG., FLOOR, ROGM) 14. IS RECORDS SERIES DUPLICATED ELSEWHERE?
(If ves, speci agescy or office :
“ oo % {1 YES &
HeoetZo Care S
15. ACCESS RESTRICTIONS T[] YES N . 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) 04 youE  [] State (] FEDERAL [] INDEPENDENT
17. IS AN INDZ SYSTEM USED? (If ves, explain briefly and 18. RECCAMMENDED RETENTION

describe and hardware/software)
MvEs. . [Ix M%@,} W

19. NAME AND/TITILE OF PREPARER 20. TELEPEOME NGMBER ‘ 21. DAT=
| 3755 g faa /8P v




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
FORWARD

REVISED RECORD SERIES.

C6?7

DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD '

WITH RECORDS RETENTION SCHEDULE. P.0. Box 275 ' pase | .
' Jessup, Maryland 207% a8 °
. DEPARTMENT /AGENCY 2. DIVISION 3. UNIT
DEPRmM see #/3

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TTILE

hapertirnvf 7

5. EARLIEST YEAR/LATEST YEAR

v

6. RECORD SERIES DISCRIPTICN

_(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Tt Ferinee fropietin T

7. RECORDS SERIES FORMST(S)
[ ] MICROFTIM

A LETTER SIZE

8. RECORDS SERIES SEQUENCE
} aLPHARETTCAL |

9. VOLIME
[¥ FILE DRAWER(S)
I (] MICROFIIM REEL(S)

613@& S1ZE [] CGMPUTER TAPE (] NMERICAL {] COMPUTER TaFRE(S)
NMBER [ 1 OTHER SPECIFY
[] BouND BocX  [] FLOPPY DISK [[] CHRONOLOGICAL
10. VOLLME
(] AUDIO TAFE  [] VIDEO TAPE (] GEOGRAPHICAL | & FILE DRAWER(S)

[] OTHER(SPZCIFY)

[ ] MICROFIIM REELS(S)
[] CoMPUTER TAPE(S)
NQMBER [] OTHER(SPECIFY)

{1 OTHER SPECIFY

I1. FILE US USD 12. FILES RECCME TNACTIVE AFTER
(1 DATLY A EERLY (] YONTELY : Il MONTH(S) M0 (EAR(S)
NIMEER
13. CURRENT LCCATION(S) (BLDG., FLOOR, ROCM) 14. IS RECORDS SERIES DUPLICATED ELSEWHERE?
(If ves, speci ency or office :

Wesrern S8 VOB, [1 YES ¥

e 024 Coo
IS. ACCESS RESTRICTIONS [} ¥YES jJro . 16. AUDTT REQUIREMENTS

(If yes, cire law(s) & regulation(s) e []smE () FEDERAL (] INDEPENDENT

explain briefly and

. RECCMMENDED RETENTION

17. IS AN TND= SYSTEM USED? (If yes,
describe and hardware/software)
M YES. (1

¢

gt~

19. NAME

AND TITLE OF PREPARER

20. TELEPEOME NGMBER

3755

21. DaTE
7/33 )88




INSTRUCTIONS - TYPE OR PRINT A
- SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

DEPARTMENT OF GENERAL SERVICES

C6?7

: E
RECORDS MANACEMENT DIVISION AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD

NT'ZECDRDS RETENTION SCHEDULE. P.0. Box 275 Page £
Jessup, Maryland 2079 & °
l. DEPARTMENT /AGENCY 2. DIVISION 3. UNIT
DEPRM ee #( 3

DEFINITION-RECORD SERIES-

A GROUP OF RELATFD RECORDS NORMAULY FILED AMND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TTILE

5. EARLIEST YEAR/LATEST YEAR

[] OTHER(SPECIFY)

RODENT CONTROL SURVEYS 0
‘ (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCIRMENTS/FORMS FOUND
6. RECORD SERTES DISCR]EFHON " IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)
ﬁ/&dﬂm “~
A. W /[M ) W‘/ :
b EeceetTonal) INatoal)
d Z—W/% W‘M " .
7. RECORDS SERIES FORMST(S) 8. RECORDS SERIES SEQUENCE 9. VOLRE
KN LETTER SIZE [] MICROFTIM P ALPHABETICAL FILE DRAWER(S)
/ {] MICROFIIM REEL(S)
. LEGAL SIZE (] CCMPUTER TAPE [1 SERICAL [1 COMPUTER TAPE(S)
NOMBRER [ ] OTHER SPECIFY
[] BOUND BOOK [] FLOPPY DISK ] CHRONOLOGICAL
10. VOLIME
[] aD10 TAPE [] VIDEO TAPE {1 GEOGRAPHICAL FILE DRAWER(S)

5 ?q MICROFIIM REELS(S)
[ COMPUTER TAPE(S)

MMBER [] OTHER(SPECIFY)

[] OTHER SFECIFY

1. FILE US USED 12. FILES RECOME DMACTIVE AFTER
01 maTry D Gy 03 MoNTLY N 7 ~ONTH(S) K TaR(S
NIMBER

13. CURRENT LCCATICN(S) (BLLG., FLCOR, ROCM)
(1f ves, specify/&geng:y or office

4. IS RECORDS SERIES DUFLICATED ELSEWHERE?

Eastern v ldestern y YES NO
Mealth Care /:a.c,m/s (1 K 2
15. ACCESS RESTRICTIONS [] vES M MO 16. AUDIT REQUIREMENTS
(1f yes, cite law(s) & regulation(s) Mo () STATE (] FEDERAL [] INDEPENDENT

e

. IS AN INDEX SYSIEM USED? ¢
describe ard hardware/sofcware)
W vES iz

‘W

if ves, explain briefly and

18. RECOMMENDED RETENTICN

j/?&g,\,d/

20. TETEPEQME NIMERR

I/85s

21. DATE

7R3/




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

cLF7

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGFMENT DIVISION
7275 WATERLOO RCAD

WI‘ECORDS RETENTION SCHEDULE. P.0. Box 275 P £
Jessup, Maryland 207% age 0
1. DEPARTMENT /AGENCY 2. DIVISION 3. UNIT
DEPRM SCeH#(3

DEFINITION-RECORD SERIES—

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE

EFomiepTioN RECoRDS

S. EARLIEST YEAR/LATEST YEAR
10

6. RECORD SERTES DISCRIPTICN -~

(BRIEFLY DESCRIBE THE TYPES OF INFORMATTON/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUCE THE PURPOSE QR FUNCTION OF THE SERIES)

-,
~

S

ot

Vi e iendy aannidiierad
/7mn4.

7. RECORDS SERIES FORMST(S) 8. RECORDS SERIES SEQUENCE 9. VOLUME :
(4 LETTER SIZE [] MICROFTIA ¥ ALPHABETICAL B4 FILE DRAWER(S)
' _ié&t# [] MICROFIIM REEL(S)
~ ‘LEGAL SIZE [} CCMPUTER TAPE (1 SeERICAL ‘ [} COMPUTER TAPE(S)
(] OTHER SPECIFY
[J BouND BooK  [] FLOPPY DISK [] CHRONOLOGICAL
10. VOLIME
[] AUDIO TAPE [] VIDEO TAPE [] GEOGRAPHICAL FILE DRAWER(S)

[ 1 OTHER(SPECIFY)

] MICROFIIM REELS(S)
;2/ (] CQMPUTER TAPE(S)
NMBER (] OTHER(SPECIFY)

(] OTHER SPECIFY

I1. FILE US USED 12. FILES RECOME DNACTIVE AFTER
(1 MaLLY {3 wEmay % MOouTELY z 1MNH(GS) DY YEIR(S)
NRBER
13. CURRENT LCCATICN(S) (BLLG., FLOOR, ROCM) 14. IS RECORDS SERIES DUPLICATED ELSEWHERE?
(1f yes, specify agency or office
Erstern v (Jestern IR egans (1 ¥Es B0
1S. ACCESS RESTRICTIONS [] YES MO 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) WToNE [] STATE  [] FEDERAL [] INDEPENDENT

WY [
B s

. 1S AN DMDEX SYSTEM USED? (If yes, explain briefly and
describe and hardware/sofrware)

18. RECOMMENCED RETENTICN

&WW i

19, YarE Ahz TITLE OF PREPARER

20. TELEPFCMZ WIMEER

3755

2%??2/83




ce?7

l l
Instructions TYPK'OR PRINT A | DEPARTMENT OF GENERAL SERVICES | AGENCY  RECORDS  INVENTORY
SEPARATE FORM FOR EACH NEW OR | RECORDS MANAGEMENT DIVISION |
REVISED RECORDS SERIES. PORWARD | 7275 WATERLOO ROAD |
ITH RECORDS RETEXTION SCHEDULE | P.0. BOX 275 | PAGE 0F
| JESSUP, MARYLAND 20794 |
I |
1. DEPARTMENT/AGENCY | ~ 2.,DIVISION - Guer 4z‘; ¢ ’ *J 3. UNIT
)EW;Q/”I ‘m:méuzgf%;ﬁc:
124
DEFINITION - RECORD SERIBS A group of related records.normally filed and used as a unit for reference as well as
retention and disposition purposes

I

4. RECORDS SERIBS TITLE | 5 EARLIBS? YEAR/LATEST YEAR
I
|

WEZE gl y Toidins [Filo /

b7
§, RECORDS SERIES DESCRﬁPION Kriefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series)

Stoniwlopesd o L WWWW
/JQ;ZZ;L/ ' /%§¢;::;§;2f442225442{./¢4<QVL1>/ 27’
Disindens lnctse' Gt Zotts M5
and.

ﬁymwﬂ ’

7. RECORDS SERIES FORMAT(S}
}d LEPTER SIZE [] NICROPILNM

8. RECORDS SERIES SEQUENCE
N ALPHABETICAL

9. VOLUNE
] PILB DRAWBR(S)

‘ : (] MICROPILM REBL(S)
[} LEGAL SIZE [] KUMERICAL Z {] COMPUTER TAPE(S)
NUMBER  [] OTHER(SPECIFY)

[] BOUND BOOK  [] PLOPPY DISK
10. VOLUME
JX PILE DRAWER(S)

NICROFILM REEL (5)

(1
[; é [] COMPUTER TAPE(S)
ER  [] OTHER{SPECIFY)

(] AUDIO TAPE k{ GROGRAPHICAL

l

l

|l

[] CONPUTER TAPE |
l

|

l

(] VIDBO TAPE |
l

{1 OTHER (SPECIFY) I [] OTHER (SPBCIFY)

I
|
I
l
II
(] CHRONOLOGICAL - |
|
I
|
|
l
|

11.FILE IS USED
[] DAILY

12, FILE BECOMES INACTIVE AFTER

[] MONTHLY [] MONTH(S) X -TBAR(S)

Xr WEBKLY

NUMBER

13. CURRENT LOCATION{S) (BLDG.,FLOOR,R0ON)

l
|
I
II
| 14. IS RECORDS SERIES DUPLICATED ELSEBWHERE?
[

|

Yol Arenint. ~Rm 40§ {] 188 M N0 (If Yes, Specify Agency or Office)
H—%F > T&M/ W ¢ I
15, ACCESS RESTRICTIONS  [] VES }J N0 | 16. AUDIT REQUIRENENTS

{If yes, cite law{s) & requlation(s) | /k{nom; [] STATE [] FEDERAL {] INDEPENDENT

17, 18 AN INDEX SYSTEX USED? (If ves, explain briefly and 18, RECOMMENDED RETENTION

describe any hardware/software)

|

|

|

| o7 pypdecadey :
| e rassesd Vs Aaeh orpoing dindyy
| z

N1 {] W _elsons
‘ ozrzy T plotlns .
| |
9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER | 21. DATE
[ Klmen | 257-375 5 | e L

DGS S50“4(REVISED 2/87)
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INSTRUCTIONS — TYPE CR FPRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERTES.

FORWARD

Ce?7

DEPARTMENT OF GENERAL SERVICES INVENTORY

RECORDS MANAGEMENT DIVISION -
7275 WATERLOO ROAD

AGENCY RECORDS

WITH RECORDS RETENTION SCHEDULE. P.0. Box 275 Pace £
Jessup, Maryland 20794 an °
!. DEPARTMENT /AGENCY 2. DIVISION 3. UNIT
OEme See # (3

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TTITLE

5. EARLIEST YEAR/LATEST YEAR

B R M

SPECIHL. F OO0 SERVICE PERMIT FILES 0
- _(BRIEFLY DESCRIEE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FGUND
5. RECORD SERTES DISCRIPTICN —~'ry'me crorRS. INCLUDE THE PURPOSE OR FUNCTION OF THE SERTES) ‘
A /M,(/'I/C—é/

7. RECORDS SERIES FORMST(S)
K LETIER SIZE [ ] MICROFTIM

‘ LEGAL SIZE [] CGMPUTER TAPE
[] BOUND BOCK  [] FLOPPY DISK
(] ADIO TAPE [] VIDEO TAPE

[1 OTHER(SPECIFY)

8. RECORDS SERIES SEQUENCE
JQ ALPHARFTICAL

(] NUMERICAL
[] CHRONOLOGICAL
(] GEOGRAPHICAL

(] OIH\ER SFECIFY

9. VOLIME

>

NUMBER

FILE DRAWER(S)
(] MICROFIIM REEL(S)
{1 COMPUTER TAPE(S)
[] OTHER SPECIFY

10. VOLRE
B FILE DRAWER(S)

[] MICROFIIM REELS(S)
T[] CoMPUTER TAPE(S)
NRBER [] OTHER(SPECIFY)

il. FILE US USD

[] pamLy N WEERLY

12. FILES BECCME TNACTIVE AFTER
ONTELY 3 [ MONTH(S) X EAR(S)
NUMBER

Heatth Cave Fa

3. CURRENT ICCATION(S) (BLLG., FLCCR, RCCM)
\ -fagfv—}-’géfs speci!% agency or office

4. IS RECORDS SERIES DUPLICATED ELSEWHERE?

M v

[1 Yes

15. ACCESS RESTRICTIONS [ YES I MO
(If yes, cire law(s) & regulation(s)

16. AUDIT REQUIREMENTS

Y xoE

[] STATE (] FEDERAL  [] INDEPENDENT

. IS AN IND=Z SYSTEM USED?
describe and hardware/softvare)

™ YES {1xe

é%hu&%

If yes, explain briefly and

. RECCMMENDED RETENTION

19. NAME AMP TITLE OF PREPARER

20. TELEPEONE NGMBER
755




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.0. Box 275

Ce?7

AGENCY RECORDS INVENTORY

Q Jessup, Maryland 2079 Page of
1. DEPARTMENT /AGENCY 2. DIVISION 3. UNIT
DEPRm STETTZ

DEFINITION-RECORD SERTES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSTTION PURPOSES.

4. RECORD SERIES TTILE

FOOOBIRNE T LINESS INVESTIGATION FILE S

5. EARLIEST YEAR/LATEST YEAR
10

3 DIS 0
6. RECORD SERIES DISCRIPTICN IN THE SERTES.

Jw%

_(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

s

7. RECORDS SERTES FORMST(S) 8. RECORDS SERIES SEQUENCE
LETTER SIZE [ MICROFIIM L} ALPHARETICAL
] CQMPUTER TAPE (] NIMERICAL

‘ LEGAL SIZE

[]J oD BOCX  [] FLOPPY DISK ] CHRONOLOGICAL

{1 aup1O TAPE {] VIDEO TAFE [] GEOGRAPHICAL

{1 OTHER(SFECIFY) [] OTHER SPECIFY

9. VOLIME
0 FILE DRAWER(S)

Q/ {1 MICROFIIM REEL(S)
[] CQMPUTER TAPR(S)

NUMBER  [] OTHER SPECIFY

10. VOLIME

yf FILE DRAWER(S)

[] MICROFIIM REELS(S)
i {] COMPUTER TAP:(S)
NOBER [] OTHER(SPECIFY)

Il. FILE US USD
[] pamy

. FILES BECCME TNACTIVE AFTER

4 h‘z&m(s)

Il MONTH(S)

NUMBER

13. CURRENT LCCATION(S) (BLDG., FLOOR, ROCM)
(1f ves, specify agency or office

. IS RECORDS SERIES DUPUICATED ELSEWHERE?

fas—/erz wa)w/mﬂé (] YES 20
15. ACCESS RESTRICTIONS &Y YES (] MO ,00,7“/5;4;&' mdé’nmaﬁms. AUDTT REQUIREMENTS

(If yes, cite law(s) & regulation(s) P  [] STaE (] FEDERSL (] INDEPENDEMT
17. IS AN INDEX SYSTEM USED? (If ves, explain briefly and 18. RECCMMENDED RETENTION

descrLbe and hardware/sofoware)
e

P’WW

M/@M,MM g9

20. TELEPEOME NUMBER

JT/ES

19. N[-l\? zg\n) TITLE OF PREPARER

21, DaT=

/22 )5&




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE.

637

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.0. Box 275 Page £
‘%P Jessup, Maryland 207% a8 °
l. ARTMENT /AGENCY 2. DIVISION 3. UNIT
DEPRIM See #I12

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE

AIR QUALITY CoNTROL SITE INFORMATION FILES

5. EARLIEST YEAR/LATEST YEAR
TO

S DIS 10
6. RECORD SERIES DISCRIPTICN IN THE SERTES.

_(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

a. (latericl Aos Py, toee
é M%Ma%%@

M

ﬁ( 944-@ dnzzu?zww

myw

7. RECORDS SERIES FORMST(S)

LETTER SIZE [] MICROFDM
] LEGAL SIZE [ CQMPUTER TAPE
*] BOUND BOOX  [] FLOPPY DISK
(] AupIO TAPE [] VIDEO TAPE

W OTHER(SPECTFY)
PLAT St et +o

8. RECORDS SERIES SEQUENCE 9. VOLIME
ALPHABETICAL DA FILE DRAWER(S)
/ (] MICROFTIM REEL(S)
{] NUMERICAL / 2 [] COMPUTER TAPE(S)

_ {1 OIHER SPECIFY
[] CHRONOLOGICAL

[] GEOGRAPHTCAL & FILE DRAWER(S)

10. VOLIME
] MICROFIIM REELS(S)

f {J COMPUTER TAPE(S)

NUMBER [] OTHER(SPECIFY)

(] OTHER SPECIFY

el si#e,
I1. FILE US USED 12. FILES BECCME INACTIVE AFTER
(] DAILY m WEEKLY (1 YONTHLY /5 1 MONTH(S) D{*{FAR(S)
NUMBER

13. CURRENT LCCATION(S) (BLDG., FLOOR, ROCM)
(If ves, specify agency or office

HealttoCurg.

l4. IS RECORDS SERIES DUPLICATED ELSEWHERE?

Ao

[] YES

I5. ACCESS RESTRICTIONS () ¥ES X0
(If yes, cite law(s) & regulation(s)

Fadctivs Himnh Wore. ;. “"”@‘”&?

16. AUDIT REQUIREMENTS

WroE [] s [ FEDERAL (] TNDEPENDENT

17. 1S AN INDEX SYSTEM USED? (If ves,
describe and hardyare/software)
W YES ag:‘o

GITE ok BLDE NAME

explain briefly and 18.

RECOMMENDED  RETENTION

MM

§qA

19. NAME AND TTTLE OF PREPARER

20. TELEPHOME NUMBER

3755 f 2/88
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ee? 7.

INSTRICTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES

AGENCY
SEPARATE FORM FCR EACH NEW CR RECORDS MANAGEMENT DIVISION CY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE. P.0O. Box 275 Page ' of
' Jessup, Maryland 207% 2
1. DEPARTMENT /AGENCY 2. DIVISION . 3. NIt

A GROUP OF RELATED RECORDS NORMAU..Y FTLED AND USED/AS A UN'IT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSTIION PURPOSES.

4. RECORD SERIES TTTLE - 5. EARLIEST YEAR/IATEST YEAR
CompLmNT FILE To

- (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
SFRIE SCRIPTICN -
6. RECORD 5 DI N IN THE SERIES. ]I\CLUDE THE PURPOSE COR FU’\ICI'ION OF THE SERIES)

DEFINITION-RECORD SERIES-

7. RECORDS SERIES FORMST(S) - 8. RECORDS SERIES SEQUENCE $. VOLIE
W LETTER SIZE [] MICROFTIM M AvpraBETICAL | B FILE DRAWER(S)
// [ MICROFIIM REEL(S)
‘LEGAL SIZE ] COMPUTER TAPE [] NUMERICAL / (] CQMPUTER TAPR(S)
NWMBER (] OTHER SPECIFY
[] BOND BOCX  [] FLOPPY DISK [1 CHRONOLOGICAL
, 10. VOLRME
(] AUDIO TaPE [] VIDEO TAPE [] GEOGRAPHTCAL B4 FILE DRAWER(S)
(][] MICROFILM REELS(S)
(1 OTHER(SPECTFY) _ (] OTHER SPECIFY (] COMPUTER TAPE(S)
NUMBER [] OTHER(SPECIFY)
il. FILE US LS : 12, FILES BECOME DNACTIVE AFTER
[] DaTLY M vEERLY [ ] YoNTHLY : [ MONTH(S) [ 7EAR(S)
NUMBER
13. CURRENT LCCATION(S) (BLDG., FLOOR, ROGM) 14. IS RECORDS SERIES DUPLICATED ELSEWHERE?
EKW(I%%;S fpeccléf}l_e%ep y or office Core. Faoel la ] s X o
UWWW
I5. ACCESS RESTRICTIONS [1YEs fvo . 16. AUDTT REQUIREMENTS
(If yes, cite law(s) & regulation(s) Wl xoE  [] STATE (] FEDERAL [ ] TNDEPENDENT
17. IS AN INDZX SYSTEM USED? (If ves, explain briefly and 18. RECCMMENDED RETENTION
describe ard narcware/soﬂware)
K vES []xo over”

.W o addrcir’

19. N&ME,AND TITLE OF PREPARER 20. TELEPEOME NUMBER ' 21. DATE
@?‘C&ww 2755 7/22/88







C&?7

AGENCY  RECORDS  INVENTORY

l I
Instructions TYPE OR PRINT A I DEPARTMENT OF GENERAL SERVICES |
SEPARATE FORM POR EACH NEW OR | RECORDS MAKAGEMENT DIVISION |
I I

I

REVISED RECORDS SERIES. FORWARD 7275 WATERLOG ROAD
ITH RECORDS RETENTION SCHEDULE | P.0. BOY 275 PAGE oF
| JESSUP, MARYLAND 20794 |
[ I
1. DEPARTMENT/AGENCY . | 2, DIVISIO . /i ) {3, ONIT
_ A, Ao arb Woele Atzﬂqt'
b & PRM | B A 0D |

DEFINITION - RECORD SERIES A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes

4. RECORDS SERIES TITLE
<:22”9Q¢§Q§2za1125’ (fZ%xQZZsz72§i§§§, ,4é1¢252£~‘c;Z&ahazaanzcgzu4zf

7
§. RBCORDS SERIBS DESCRIPTION {Briefly describe théngpes of 1nformatxon/docunents/forls found in the series.

Include the purpose or function of the series)
6742,1,414L<4z¢44547’,¢a¢ <22794L4§94‘2”“‘2‘“ﬁ1

;j:gi;::j:ijjﬁb:gé, ;e¢zz$»<1,4n4»naéﬁza<a DT, andjptieon Mty

;?‘7 44&52§5 ,4¢E§41eu£2555 éadg,i£;,¢m¢,¢¢5525' ¢Z¢7i7z1454>ac?
L Genesnd AL 447/ C?
I

EARLIEST YEAR/LATEST YEAR

7. RECORDS SERIES FORMAT(S)
[] LETTER SIZE ([} MICROFIL

8., RECORDS SERIES SEQUENCE
{] ALPHABBTICAL

9. VOLONE
FILE DRAWBR(S)
/ [] MICROPILM RBBL(S)
[] COMPUTER TAPE(S)

I

I

|
P NUNBRICAL |
| “HUNBER (] OTHER(SPECIFY)
I
I
I
|
I
I

{] LBGAL SIZE [] COMPUTER TAPE

)4 BOUKD BOOK [] PLOPPY DISK }4 CHROKOLOGICAL

10, VOLUNE

[] AUDIO TAPE (] VIDBO TAPE b( PILE DRAWER(S)

I
I
|
I
I
I
| [} GBOGRAPHICAL
I

;Q/ [] MICROFILN REEL (5)
{] OTHER (SPECIPY) | [] OTHER (SPECIFY) 3 [] COMPUTER TAPE(S)

| NUKBER  [] OTHER(SPBCIFY)

| —] I

11.FILE IS USED
)J DAILY [] WEBKLY {] MONTHLY

12, FILE BSCOMES INACTIVE AFTER
é (] NONTH(S) ¢ VBAR(S)
NBER

14, IS RECORDS SERIES DUPLICATED BLSEWHERE?
[) Y85 M NO (If Yes, Specify Agemcy or Office)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROQM)
¢f§a<z£%5¢4¢z~=/

|
|
I
|
£m 4oy - w0l |
|

T e ,/72&”’;
|
15. ACCBSS RESTRICTIONS  [] VES }( NO ' | 16, AUDIT REQUIREMENTS

{If yes, cite law(s) & requlation{s) | {] NONB [} STATE [] PEDERAL [] INDEPENDET

17, IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18, RECOMMENDED RETENTION

describe any hardware/software)

|
|
| ,
% 18S [] N0 _— —4‘!!j;ﬂ,,,,.,‘naiiggéi'f’—)
‘II’ ’47’t‘40t‘4/‘¢&z722%; bé‘:igéréaf, ﬁ -4"¢' 13;¢§?52§ZE3 :;7%41/‘4'L‘”2‘L‘ Ao
| .
|

_palay oA
»{*77/00%.

9. NAIIE AND TITLE OF PREPARER :I 20, TE%PH%NE NUMBER:;7 :I .
(0l | $6 5755 1" b s

DS 550-44AEVISED 2/87)
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INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES
, A
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION GENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
WI.RECORDS RETENTION SCHEDULE. P.0. Box 275 Page P
Jessup, Maryland 20794 B 0
1. DEPARTMENT /AGENCY 2. DIVISION 3. UNIT
DEPRM See, FI3
' A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
DEFINITION-RECORD SERTES™ prrpency AS WELL AS RETENTION AND DISPOSTTION PURPOSES.
4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
BES THORANT  FOOO SERVICE FRCILITIES TNSPECTION FILES T0
' < . _(BRIEFLY DESCRIBE THE TYPES OF INFORVATTON/DOCUMENTS/FORMS FOUND
6. RECORD SERTES DISCRIFTICN = e SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)
a 7441/
b b ) D yv o o /8;7@4)2/ .
e. M
. Hotze o7£ Aetsu im) ad e »
W&L‘/ W
A Artcrria) S L et m Hoer btid. Com . Sibew
4 7
7. RECORDS SERIES FORMST(S) 8. RECORDS SERIES SEQUENCE . VOLIME
W LETTER SIZE [] MICROFTIM . ALPHABETICAL BJ FILE DRAWER(S)
/7 (] MICROFTIM REEL(S)
. LEGAL SIZE (] CCMPUTER TAPE : (7 SMERTCAL 4[] CQPUTER TAPE(S)
NUMBER  [] OTHER SPECIFY
[J BOUND BOOK  [] FLOPPY DISK (] CHRONOLOGICAL -
' 10. VOLME
(] AUDIO TAPE [] VIDEO TAPE (] GEOGRAPHICAL i/ FILE DRAWER(S)
| | \ 3 [] MICROFILM REELS(S)
¥ OTHER(SFECIFY) (] OTHER SPECTFY [] COMPUTER TAPE(S)
Lol d el Pl L NREER (] OTHER(SPECTFY)
J 4
1l. FIOLE US USED 12. FILES BECOME DNACTIVE AFTER
]}?RDAM 00wy [} MONTHLY 3 F7 MONTH(S) 7 YEAR(S)
NUMBER
13. CURRENT LCCATICN(S) (BLLG., FLCOR, ROGM) 14. IS RECORDS SERIES DUFLICATED ELSEWAERE?
(If ves, specify agency or oifice
AIR QUALITY | HEALTH CARE, ERSTERN KES/DA) [1 YES o
LIESTERMN _Res/on]
15. ACCESS RESTRICTIONS [] YES %0 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) Wroe (] STATE (] FEDERAL  [] INDEPENDENT
17. IS AN DMDEX SYSTEM USED? {If yes, explain briefly and 18. RECOMENDED RETENTICN
describe and hardware/sofcware) W"‘/éﬂ/
M VES [(1x . &< f”u
v

7

19, ¥aE AND TITLE OF PREPARER 20. TELEPECNE WMEER

21. DATE
3755 TR /88
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I .
Instructions TYPE OR PRINT A | DEPARTMENT OF GENERAL SERVICES AGENCY  RBCORDS  INVENTORY
SEPARATE FORN POR BACH NEW OR _ | RECORDS MANAGBMENT DIVISION
REVISED RECORDS SERIES. FORWARD I 7275 WATERLOO ROAD
|
I
I
|

I7TH RECORDS RETENTION SCHEDULE P.0. BOX 275 PAGE oF
JBSSUP, MARTLAND 20794

1. DEPI;THQ/H}%%M | P 2. DIVISIOII I }; e A l | 3. UNIT

I "/’W/ =

DEFINITION - RECORD SERIES A group of related records mormslly filed and used as a un1t for reference as well as
retention and disposition purposes

L) EaliF e bimanit- %m%‘ /

§. RECORDS SERIES DESCRIPTION (Briefly describe the types of information/documents/foras found in the series.
Include the purpose or function of the series)

-

4. RECORDS SERIES TITLE | 5 EARLIBST YEAR/LATEST YEAR
I
I

&W#Q_Om <40 GAaeHzy

7. RECORDS SERIES FORMAT(S) 8. RECOI{/S SERIES SBQUENCE
LEBTTER SIZE [] MICROFILM ¥ ALPHABETICAL

9, VOLUME
0 FILE DRANER(S)
[] NICROPILM REEL(S)
[] CONPUTER TAPE(S)
WONBER (] OTHER(SPECIFY)

‘ (] LBGAL SIZE [] COMPUTER TAPE [] NUMBRICAL

[] BOUND BOOK [} FLOPPY DISK

10. VOLUNE

¥ FILE DRAWER(S)
DY OTHER (SPECIFY) S 2 [] CONPUTER TAPE(S)
' g e tiret| "TUREER | ] OTHER(SPBCIFY)
11.FILE IS USED | 12. PILB BECOMES INACTIVE AFTER
§4 oaiy (] WBBKLY [] NONTHLY [} MONSH(S) 4 TBAR(S)

[] AUDIO TAPE [] VIDBO TAPE { 1" GROGRAPHICAL

[| OTHER (SPECIFY)

I
I
|
I
|
I
|
[
I
|
I
|

|

I

I

I

|

- I
(] CHRONOLOGICAL » |
I

I

I

I

|

I

NUMBER

. CURRENT LOCATION(S) (BLDG.,FI.OOR,ROOH) 14, IS RBCORDS SERIES DUPLICATED ELSEWHERE?
AR a04  _ 40/ & P 1BS [] NO (If TYes, Specify Agency or Office)

Joweer, Mol . 2020 Mﬁ W%WW%W
. ACCESS RESTRICTIONS [} 1ES K] NO ' | 16. AUDIT REQUIREMENTS
{If yes, cite law(s) & requlation(s) | m NOKE [] STATE [] PEDERAL [] INDKPKNDKNT

. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)
(ws X o

|
I
I
I
[ |
- I
I
I I
9. NAME AND TITLE OF PREPARER | 20. TBLEPHONE NUMBER

Fi
D65 550-4(4F01SED 2/87)

18. RECOMMENDED RETBNTLON
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INSTRUCTIONS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVESION AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
' WI'QECDRDS RETENTICON SCHEDULE. P.0. Box 275 Pace £
Jessup, Maryland 207% a5 °
1. DEPARIMENT/AGENCY 2. DIVISION 3. UNIT
DePRM See #13

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND -DISPOSITION PURPOSES.

. DEFINITION-RECORD SERIES-

4. RECORD SERIES TITLE

mOBILE yome PAHRK INSFECTION [ILE

5. EARLIEST YEAR/LATEST YEAR
T0

6. RECORD SERIES DISCRTPTICN

_(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES.

INCLUCE THE PURPOSE OR FUNCTION OF THE SERIES) :

tBeet) Ty

7. RECORDS SERIES FORMST(S)

(X LETIER SIZE [] MICROFIIM
‘T.EGAL SIZE [] CCMPUTER TAPE
(] BowD BoOK (] FLOPPY DISK
(1 AuDIO TAPE [] VIDEO TAPE

1 OTHER(SPECIFY)

-8. RECORDS SERTES SEQUENCE 9. VOLIME .
K| ALPHARETICAL & FILE DRAWER(S)
/3/ (] MICROFIIM REEL(S)
[] SMMERICAL f {1 CMPUTER TAP=(S)

NUWMBER [ ] OTHER SPECIFY

[ ] CHRONOLOGICAL

10. VOLME :
X FILE DRAWER(S}

(] MICROFIIM REELS(S)
NIMBER [] OTHER(SPECIFY)

(] GEOGRAPHICAL

[] OTHER SPECIFY (] COMPUTER TAPE(S)

Il. FILE US USED

{1 namy X LY

(3

12. FILES BECOME DACTIVE AFTER

MONTHLY 3 7 »ONTH(S) ® EAR(S)
NIMBER

. CURRENT LCCATICN(S) (BLLG., FLCOR, ROCM)
(If yes, specify agency qr office

14, IS RECORDS SERIES DUFLICATED ELSEWIERE?

Eastern v Lestern Regeors (1 YES K M
15. ACCESS RESTRICTIONS []YES 2 N0 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) NONE [] STATE [] FEDERAL [] INDEPENDENT

descrite and hardware/softovare)
K[ YES [Ix

@ e

. IS AN DNDEX SYSTEM USED? (If yes, explain briefiy and

18. RECOMMENDED RETENTICY

M,/aww-
51

1. MaE AND TITLE OF PREPARER

20. TELZPHOME EFR 21. DATE

3755 7/22 / 2p




b3 7

INSTRUCTIONS — TYPE CR PRINT A
- SEPARATE. FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

CORDS RETENTTON SCHEDULE. R T
Jessup, Maryland 207% age o
1. DEPARIMENT /AGENCY "2 DIVISION . 3. UNIT
DELRM /?far‘emow

DEFINITION-RECCRD SERIES-

A GROUP OF RELATED RECORDS NORMALLY F

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE

I rmmMinl& oo FrLES

S. EARLIEST YEAR/LATEST YEAR
10

6. RECCRD SERTES DICCRIPTTON

M’?

_(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES.

= WW«M?&WMM
W@z‘w

INCLUCE THE PURPOSE OR FUNCTION OF THE SERIES)

7. RECORDS SERIES FORMST(S)
%! LETIER SIZE [] MICROFTIM

QLEG;L SIzE [] COMPUTER TAPE
[] RBOUND BOCK [] FLOPPY DISK
(] AUDIO TAPE [] VIDEO TAPE

] OTHER(SFECIFY)

- 8. RECORDS SERIES SEQUENCE 5. VOLLME . A .
X ALPHAEETICAL ' FILE DRAKER(S)
/ [] MICROFTIM REEL(S)
[] NMERICAL /0[] COMPUTER TAPE(S)
NMBER  [] OTHER SPECIFY
['] CHRONOLOGICAL
10. VOLRE

[] GEOGRAPHICAL FILE DRAWER(S)
/ (] MICROFIIM REELS(S)
/9/ [] COMPUTER TAPE(S)

NQMBER (] OTHER(SPECIFY)

[] OTHER SPECIFY

Il. TILE US USED 12. FILES BECOME TNACTIVE AFTER
{1 patLy X sy [} MONTLY > (1 :ONTHGS) M YENR(S)
NQEER

13. CURRENT LCCATICN(S) (BLLG., FLCOR, ROCM)
(If yes, specify agercy or office

14. 1S RECORDS SERIES DUFLICATED ELSEWHERE?T

y/ P (] YES M v
15. ACCESS RESTRICTIONS [1 ¥ES i moO 16. AUDIT REQUIREMENTS
(1f yes, cite law(s) & regulation(s) YONE  [] STATE [] FEDERAL  [] INDEPYXDENT

describe and hardware/sofcware)

. IS AN DMDEX SYSTEM USED? (If yes, explain briefly and

18. RECOMMENDED RETENTICN

Mws .[w &/ém//z%a_iulb
& s ekt
1. NAME AND TTIILE OF PREPARER 20. TELZPECME SMERR 2]. DATE

| 7/22 )88 3755

AGENCY RECORDS INVENTORY -




INSTRUCTIONS - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES ' €677

- AGENCY RECORDS INVENTORY

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION
REVISED RECORD SERTES. FORWARD 7275 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE. P.0. Box 275 Pase of
Jessup, Maryland 207% as
1. DEPARTMENT /AGENCY 2. DIVISION . - 3. UNIT
DEPRM AR QUALITY

DEFINITION-RECORD SERIES-. > OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND .DISPOSITION PURPOSES.

4. RECORD SERIES TITLE : S. EARLIEST YEAR/LATEST YEAR
PREMISE FILE ' 0

(BRIEFLY DESCRIBE THE TYPES OF INFORMATTION/DOCUMENTS/FORMS FOUND
IN THE SERTIES. INCLUDE THE PURPOSE OR FUNCIION OF THE SERIES)

5. wwiw |
im V)W

6. RECORD SERTES DISCRIPTICN -~

7. RECORDS SERIES FORMST(S) 8. RECORDS SERIES SEQUENCE S. VOLBME
/S 1ETTER SIZE [] MICROFTIM D( ALPHABETICAL 0% FILE DRAWER(S)
//  [] MICROFTIM REEL(S)
‘LEGAL SIz=  [] CCMPUTER TAPE [ ] NUMERICAL 4 /é (1 COMPUTER TAPE(S)
NIMBER [ ] OTHER SPECIFY
[J oD BocX [ FLOPPY DISK [[] CHRONOLOGICAL
10. VOLIME
(1 AUDIO TAPE  [] VIDEO TAPE {1 GEOGRAPHICAL ¥ FILE DRAWER(S)
{] MICROFIIM REELS(S)
4 OTHER(SFECTFY) , [] OTHER SPECTFY [] COMPUTER TAPE(S)
}" NQMEER [] OTHER(SPECIFY)
4 /4 472755 4 i .
[Z4
il. FILE US TsD 12, FILES BECQMS INACTIVE AFIER
DA paLy [7 wEERLY L] voNreLy : [ MONTH(S) {1 7EAR(S)
VOB, bl 15 destrocied
- /4
13. CURRENT LCCATION(S) (ELDG., FLOOR, ROCM) 14, IS RECORDS SERIES DUPLICATED EL%&«ERE?

(If ves, specify agency or office

b Quotcts, Dws 6w

15. ACCESS RESTRICTIONS M YES L1NO . 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) i Sode  [] sTATE  [] FEDERAL [] INDEPENDENT
17. IS AN IND=X SYSTEM USED? (If ves, explain briefly and 18. RECCMVENDED RETENTION

describe and hardware/software)

WEs o Ao W ?L’/—Z/
B At ‘ r o

19. NAME AND TITLE OF PREPARER 20. TELEPEOME NGMBER C 26 D=
3755 g gg/f?
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INSTRUCIIONS ~ TYPE OR PRINT A DEPARTMENT OF GENEPAL SERVICES * i CL?7

AGENCY RECORDS INVENTORY

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION
REVISED RECORD SERTES. FORWARD 7275 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE. P.0. Box 275 e of
‘ﬁ Jessup, Maryland 2079% a5
1. DEPARTMENT /AGENCY 2. DIVISION o 3. UNIT
DEFPRM - AR LAl TY

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSTITON PURPOSES.

4. RECORD SERIES TITLE
ReECISTRATION CHARD FILES

5. EARLIEST YEAR/LATEST YEAR
TO

6. RECCRD SERIES DISCRIPTICN

_(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

IN THE SERIES. INCLUDE THE PURPOSE OR FUNCIION OF THE SERIES)

&M X~ ”éM ,L

7. RECORDS SERIES FORMSI(S) - 8. RECORDS SERTES SEQUENCE 9. VOLIME
[] LETTER SIZE [] MICROFDIM Y ALPHABETICAL W FILE DRAWER(S)

/ [ 1 MICROFTIM REEL(S)

GLEGAL SIzE ] COGMPUTER TAPE [] NMERICAL [] COMPUTER TAPRE(S)
' ' NUMBER  [] OTHER SPECIFY
[J BOUND BoCcX  [] FLOPPY DISK '] CHRONOLOGICAL
10. VOLIME
[] auDIO TaPE (] VIDEO TAPE ' (] GEOGRAPHICAL K FILE DRAWER(S)
/ [] MICROFIIM REELS(S)
W OTHER(SPECTFY) : | [ OTHER SPECIFY éo [} COMPUTER TAPE(S)
NMBER [ ] OTHFR(SPECIFY)
/
1. an)zsf 18550 12. FILES RECOMS DNACTIVE AFTER
B DALY [] WEEKLY C] »oNimLy : 1 MONTH(S) {3 7EAR(S)

NUMBER

13. CURRENT LCCATION(S) (ELLG., FLOOR, ROQM)
(1f ves, specify agency or office

4(/1/ Questez,

4. IS RECORDS SERTES DUPLICA’I'E.D ELSEWHERE?

[] YES M

15. ACCESS REsmcrIONs/ () YES w10
(If yes, cire law(s) & regulation(s)

16. AUDIT REQUIREMENTS
(¥SONE [ STATE (] FEDERAL (] TNDEPENDENT

17. IS AN INDEX SYSTEM USED? (If ves, explain briefly and
describe and hardygre/softvare)
K vES % i

18. RECCMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPEONE NUMBER 21. DATE

At | IS5
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INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERTES. FORWARD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

€77

AGENCY RECORDS INVENTORY
7275 WATERLOO ROAD :

WITH RECORDS RETENTION SCHEDULE. P.0. Box 275 Page of
Jessup, Maryland 2079% B
1. DEPARTMENT /AGENCY 2. DIVISION 3. UNIT
DECR M see. #(>

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE .

DHTH /E’afaﬂ? Fileg

S. EARLIEST YEAR/LATEST YEAR
0

_(BRIEFLY DESCRIEE

3 DIS 10
6. RECORD SERIES DISCRIPTICN IN THE SERTES.

2. A
b. Enen

THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

7. RECORDS SERIES FORMST(S) 8. RECOBDS SERIES SEQUENCE 9. VOLIME
LETTER SIZE [] MICROFD'M ALPHABETICAL 84 FILE DRAWER(S)
, (1 MICROFIIM REEL(S)
‘ LEGAL SIZE [] COMPUTER TAPE {] NUMERICAL 92 [] CQMPUTER TAPE(S)
' NUMBER [ ] OTHER SPECIFY
[] BOWWD BocX  [] FLOPPY DISK '] CHRONOLOGICAL
10. VOLIME
[] AUDIO TAPE [] VIDEO TAPE (] GEOGRAPHICAL FILE DRAWER(S)

[1 OTHER(SP=CIFY)

/J [] MICROFIIM REELS(S)
[] COMPUTER TAPE(S)
" NBER [] OTHER(SPECIFY)

[] OTHER SPECIFY

1. FILE S USD 12. FILES RECCME IMACTIVE AFTER
D: (7 wEERLY (] YONTHLY [ MONTH(S) [ 7EAR(S)
‘ NOMEER W@W
[74 v
13. CURRENT LCCSTION(S) (ELIG., FLOOR, RCQM) 14. IS RECORDS SERIES DUPLICATED ELSEWHERE?
(1f yes, specify agency or office :
Cocsty &Q} 4 M@wﬂ,@ [1 ¥ES [F0
15. ACCESS QES'R%CTIO\IS r\J/YEs ijxo . 16. AUDIT REQUIREMENTS
ION ; {1
(If yes, cite law(s) & reoulatlon(s),’//gedom LT 2&7 e ] stare (] FEDERAL [ mnﬁmmr
17. IS AN INDZX SYSTEM USED? (If yes, explain briefly and 18. RECCMMENDED RETENTICN

descyibe and hafétv}re/sofmare)
N

G Dredele. q.,ry

19. ME AND TITLE OF PREPARER

20. TELEPEQNE NGMBER

21.

DaTE

3755 7/22/88




INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

CL77
DEPARIMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGFMENT DIVISION

REVISED RECORD SERTIES. FORWARD 7275 WATERLOO ROAD

WI"E(DRDS RETENTION SCHEDULE. P.0. Box 275 P £
Jessup, Maryland 207% age 0
1. DEPARTMENT /AGENCY 2. DIVISION ' 3. UNIT
DELPRM A1 QUALI 7Y

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

DEFINTTION-RECORD SERTES- prereeNCE AS WELL AS RETENTION AND DISPOSTTION PURPOSES.

4. RECORD SERIES TITLE 5. EARLTEST YEAR/LATEST YEAR

OPEN BoRNINEG Premits LoG- 0

_(BRIE'.ELY DESCRIBE THE TYPES OF INFORMATION/DOCIMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Aadiced) M%%W/WJ
Lreatit), W VMM

7. RECORDS SERIES FORMST(S)
p}l LETTER SIZE [] MICROFTIM

6. RECCRD SERTES DISCRIPTICN

8. RECORDS SERIES SEQUENCE §. VOLME
[] ALPHABETICAL X FILE DRAWER(S)

/, [J MICROFIIM REEL(S)

[] COMPUTER TAPE(S)

NMBER [ ] OTHER SPECIFY

.IEGAL SIZE [] CQMPUTER TAPE {1 NMERICAL

[] BOUND BOOK  [] FLOPPY DISK A CHRONOLOGICAL

10. VOLIME
5 FILE DRAWER(S)
// {1 MICROFILM REELS(S)
Q/ } COMPUTER TAPE(S)
~ NWMBER [] OTHER(SPECIFY)

{] aupIO TAPE [] VIDEO TAPE [ ] GEOGRAPHICAL

{1 OTHER(SPECIFY) [J OTHER SPECIFY

Il. TOE US USED 12. FILES RECQVE TNACTIVE AFTER
X Aty i sEmay T35 MONTHELY / F1oNTHGS)  DTERR(S)
NIMBER
I3. CURRENT LCCATICN(S) (BLLG., FLOOR, ROCM) 14. IS RECORDS SERIES DUFLICATED ELSEWHERE?
(If yes, specify agency or office
AR QUALT TY (Ows B
7

15. ACCESS RESTRICTIONS ] YES 0 16. AUDIT BEQUIREMENTS

(If yes, cite law(s) & regulation(s) (4T () StATE (] FEDERAL [] INDEPDNDENT
17. IS AN INDEX SYSTEM USED? (If yves, explain briefly and 18. RECOMMENDED RETENTICN

dnscrme and nardware/sofrware)

[(1n é 8- 7/ 2

19. MaE AND TITLE OF PREPARER 20. TELEPECNE NEFR

21. DATE
E ey 7 /23 /88




INSTRUCTIONS - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES eL77

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERTES. FORWARD 7275 WATERLOO RCAD
WI‘ECDRDS RETENTION SCHEDULE. P.0. Box 275 Page £
Jessup, Maryland 207% a8 o
1. DEPARTMENT /AGENCY 2. DIVISION 3. UNIT
LHELR M AR QUALITY

SERIE A GROUP OF RELATFD RECORDS NORMALLY FILED AND USED AS A UNIT FOR
DEF TON-RECORD S REFERENCE AS WELL AS RETENTION AND DISPOSTTION PURPOSES.

4. RECORD SERES TITLE 5. EARLIEST YEAR/LATEST YEAR
APPLI CATION FDR USE ofF OFEN FIRES 10

' (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
SERTE SCRIPTION ~
5. RECCRD S DIS TIoN IN THE SERIES. II\CLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

WMWW MW
*W@% ‘

7. RECORDS SERTES FORMST(S) 8. RECORDS SERIES SEQUENCE §. VOLME
){] LETTER SIZE [] MICROFTI24 liq ALPHARETICAL X FILE DRAWER(S)
/ [] MICROFTIM REEL(S)
.LEGAL SIZE [] CQMPUTER TAPE » (] NIMERICAL géo [] COMPUTER TAPE(S)
. NUMBER  [] OTHER SPECIFY
[] BOUND BOOK  [] FLOPFY DISK [] CHRONOLOGICAL
: 10. VOLIME
(] AUDIO TAPE [] VIDEO TAPE (] GEOGRAPHICAL J FILE DRAWER(S)
{1 MICROFIIM REEFLS(S)
(] OTHER(SPECIFY) [] OTHER SPECIFY ' 4 (] COMPUTER TAPE(S)
NGMBER [] OTHER(SPECIFY)
1. FILE US USED 12. FILES RECOME TNACTIVE AFTER
[} DTy N [ MWONTHLY / 7 ONTH(S) Brear(s)
NUMBER
13. CURRENT LCCATION(S) (ELLG., FLCOR, ROQM) l4. IS RECORDS SERIES DUFLICATED ELSEWHERE?
(If yes, specify agency or office »
YES (Zge]
AR v (] ~
QUAL] 7:‘;[ _
15. ACCESS RESTRICTIONS ] YES N0 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & resulation(s) (& ToNE [] STATE [] FEDERAL [ INDFPENDENT
17. IS AN DNDEX SYSTEM USED? (If ves, explain briefiy and 18. RECOMMENDED RETENTICN
describe and hardware/sofcwvare)
K YES Uw @///Ze/cléow st

.Mﬂ/ WW 2Z- W

ARER 20. TELEPHEQME SMEFR 21. DATE

3755 /33 /8 &




[

REVISED RECORD SERIES.

INSTRUCTIONS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
FORWARD

Cb?7

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGFMENT DIVISION
7275 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE. P.0. Box 275 Page £
‘% Jessup, Maryland 2079% & o
I, ARTMENT /AGENCY 2. DIVISION 3. UNIT

0eCRmM AR POAUTY

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

AIR RUALITY PRPTECT FiLES

TO

6. RECORD SERTES DISCRIPTION _(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FCUND

IN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

by (Pt et ol i, )
qu? ﬁ‘ib&w/@m/mw?, Vo e heale) ittt icores’

7. RECORDS SERIES FORMST(S)
X LETTER SIZE [] MICROFIIM

LEGAL SIZE [] COMPUTER TAPE
BOUND BOOK  [] FLOPPY DISK
[] AUDIO TAPE [] VIDEO TAPE

. [ OTHER(SFPECTFY)

8. RECORDS SERTES SEQUENCE
N ALPHABETTCAL

9. VOLIME
) FILE DRAWER(S)

/ [ ] MICROFTIIM REEL(S)
[] NUMERICAL 3 [] CQMPUTER TAPK(S)
NUMBER [ ] OTHER SPECTFY
(] CHRONOLOGICAL
10. VOLWME

D) FILE DRAWER(S)
/; [ MICROFIIM REELS(S)
024/[] COMPUTER TAPZ(S)
NUMBER [] OTHER(SPECIFY)

[ ] GEOGRAPHICAL

[] OTHER SPECIFY

11. FILE US USED

(] DATLY W WEEKLY

[ ] MONTHLY

12. FILES BECCME INACTIVE AFTER
1 MONTH(S) [1 YEAR(S)

NUMBER

13. CURRENT LOCATION(S) (BLDG., FLOOR, ROCGM)
(1f ves, specify agency or office

4. IS RECORDS SERIES DUPLICATED ELSEWHERE?

AIR QLALI TS [1 YES o
I5. ACCESS RESTRICTIONS [] YES N0 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) EroNE  [] STATE (] FEDERAL  [] TNDEPENDENT

describe and hardware/software)
X YES e

T

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

18. RECOMMENDED RETENTION

gwa,/;&zﬁbw

A m

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER
3755

DATE

71&&/0"?




LT

INSTRUCTIONS — TYPE OR PRINT A’ DEPARTMENT OF GENERAL SERVICES
. AGE
- SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION ° NCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
WI"ECORDS RETENTION SCHEDULE. . _ P.0. Box 275 p P
Jessup, Maryland 20794 age 9
1. DEPARIMENT/AGENCY ' o 2. DIVISION ' 3. UNIT
DEPRM Walpo v Sewer

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE S. FARLIEST YEAR/LATEST YEAR
Scavenger “. M/fs 1

_(BRIEFLY DESCRIBE THE TYPES OF DNFORMATION/DOCIMENTS /FORMS FOUXD
IN THE SERIES. INCLUCE THE PURPOSE OR FUNCTION OF THE c'ERIES)

DEFINTTION-RECORD SERIES-

6. RECCRD SERTES DISCRIPTTION

7. RECORDS SERIES FORMSI(S) . 8. RECORDS SERIES SEQUENCE S. VOLIME

K LETTER SIZE [ MICROFIM . P9 ALPHARETTCAL i FILE DRAWER(S)
(] MICROFTIM REEL(S)
.LEGAL SIZE [ COMPUTER TAPE : [1 NMERICAL ) 1] COPUTER TAPE(S)
. NIMBER  [] OTHER SPECIFY
[] BouND BOOK  [] FLOPPY DISK (] CHRONOLOGICAL
: : 10. VOLIME A
[] AUDIO TAFE [] VIDEO TAPE [] GEOGRAPHICAL } ¥ FILE DRAWER(S)
J (] MICROFIIM REELS(S)
[) OTHER(SPECIFY) [] OTHER SPECIFY 2~ [] COMPUTER TAPE(S)
NMBER (] OTHER(SPECIFY)
[1. FILE US USED ' 12. FILES RECCME DIACTIVE AFTER
[] DAty K =y (3 Yooy 5 f7 ONTH(S) K =R
NUMEER
13. CURRENT LCCATTCN(S) (BLLG., FLOOR, ROCM) 4. IS RECORDS SERIES DUFLICATED ELSEWHFRE?
(If yes, specify agency or office .
(1 YES 0¥ o
15. ACCESS RESTRICTIONS [1 YES 13 NO 16. AUDIT REQUIREMENTS
(1If yes, cite law(s) & regulation(s)  woNE [] STATE (] FEDERAL [] DOFEPRXDENT
17. IS AN DNDEX SYSTEM USED? (If.yes, explain briefiy and 18. RECOMMENDED RETENTICN

descrite and hardware/software)
X VES (] 10 | 5. peana
..,,n ﬂ/t»n‘;; NAarne .

AND TTILE OF PREPARER 20. TELEPECNE SMEER 21. DATE

3755 9/22/8€




CL37

INSTRUCTIONS — TYPE CR PRINT A
- SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES.

FORWARD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

W[‘E&RDS RETENTION SCHEDULE. P.0. Box 275 . . . p - c S
Jessup, Maryland 20794 age o
1. DEPARIMENT /AGENCY 2. DIVISION 3. UNIT
DEPRM WaTley v

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

DEFINTTION-RECORD S REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE

~

5. EARLIEST YEAR/ULATEST YEAR

Comments ©n Zoning Varances 10
‘ _(BRIEFLY DESCRIBE THE TYPES OF INFORYATTON/DOCUMENTS/FORMS FOUND
6. RECORD S DISCRIFTION 1y 1pp SERTES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)
a; ;b‘au
7. RECORDS SERTES FORMST(S) 8. RECORDS SERIES SEQUENCE 5. VOLIME . .
7S LETTER SIZE [] MICROFIIM P ALPHABETICAL. FILE DRAWER(S)
, / (] MICROFIIM REEL(S)
.LEGAL SIZE [] COMFUTER TAPE (1 NMMERICAL [] CQMPUTER TAPE(S)
. NMBER (] OTHER SPECIFY
[J BowD BooK  [] FLOPPY DISK ] CHRONOLOGICAL
10. VOLWME ,
(] AUDIO TAPE  [] VIDEO TAPE (] GEOGRAPHICAL 1J' FILE DRAWER(S)

(] OTHER(SFECIFY) [J OTHER SPECIFY

" [ MICROFIIM REELS(S)
_/__t] COMPUTER TAPE(S)
NQMEER (] OTHER(SPECIFY)

t1. FILE US USED

[J pamry % =y F3 oy

12. FILES RECCME DMACTIVE AFTER
S 7 2ONTE(S)

N TER(SS

NIMBER

13. CURRENT LCCATICN(S) (BLLG., FLCOR, ROCM)

4. IS RECORDS SERTES DUPLICATED ELSEWHERE?

(If yes, specify agency or office Planning v Zon: ’”41’7'/22"’5
X YES o orgemels
15. ACCESS RESTRICTIONS [J1YES K ™ 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) (YoM [] STATE  [) FEDERAL [] INDEPENDENT

17. IS AN DNDEX SYSTEM USED? (If.yes, explain briefly and
describe and hardware/sofoware)
M VES. [1x

W

18. RECOMMENDED RETENTICN

é’w

15, NaME AND TTILE OF PREPARER

Chleoisa

20. TELZPECNE WMESR
378S

21. DATE
7 /22/88




Y

INSTRUCTIONS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WI'I'CDRDS RETENTION SCHEDULE.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY.

7275 WATERLOO ROAD
P.0. Box 275

Jessup, Maryland 2079 Page

1. DEPARTMENT /AGENCY

DEFRM

2. DIVISION 3. UNIT

Water vSewer

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

DEFINTTION-RECORD SERTES™ prrreeNCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TIILE 5. EARLIEST YEAR/LATEST YFAR

San /ﬁuf# Sun/e% F//&s T0

7 (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
INCLUCE THE PURPOSE OR FUNCTION OF THE SERTES)

6 RECCRD SERTES DISCRIPTICN

7. RECORDS SERIES FORMST(S)
Xl LETTER SIZE [] MICROFIIM

8. RECORDS SERTES SEQUENCE
{0 ALPHABETICAL.

$. VOLIME . . ‘

X FILE DRAWER(S)

(] MICROFTIM REEL(S)
[1 COMPUTER TAPE(S)
(] OTHER SPECIFY

.LEGAL SIZE [] CQMPUTER TAPE [] NRERICAL
NOMBER

[] BOUND BOOK [] CHRONOLOGICAL

{] FLOPPY DISK .
: 10. VOLIME
ﬁ(FH.E DRAWER(S)
{ {1 MICROFIIM REELS(S)
{] COMPUTER TAPE(S)

NIMBER (] OTHER(SPECIFY)

(] AUDIO TAPE [] VIDEO TAPE (] GEOGRAPHICAL . .

] OTHER(SFECIFY) (] OTHER SPECTFY

. FILE US USED
{7 patLy

12. FILES RECQME nmrm AFTER
YONTH(S) (7 YEAR(3)

o foretsosptinsans)

14, IS RECORDS SERIES DUFLICATED ELSEWHERE?

LY

X = (3 MONTALY

. CURRENT LCCATICN(S) (BLLG., FLCOR, ROGM)
(If yes, specify agency or office
{1 ¥ES

. ACCESS RESTRICTIONS [l YES K no
(If yes, cite law(s) & regulation(s)

16. AUDIT REQUIREMENTS

% wONE []) STATE [] FEDERAL [] INDEPENDENT

. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe and hardware/softcware)
¥ YES (1M

‘mﬂ/w«

AND TITLE QF PREPARER

18. RECOMMENDED, RETENTICN

oD A Tiatonsd:
WWWWWM

1. NaE 20. TELEPECNE SMERR

VXN
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INSTRUCTIONS — TYPE OR PRINT A DEPARIMENT OF GENERAL SERVICES
. AGEN
. SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION €Y RECORDS INVENTORY

REVISED RECORD SERTES. FORWARD 7275 WATERLOO ROAD e —
ur.EOORDs RETENTION SCHEDULE. - - - - - - © . " P.0. Box 275 Pane .
Jessup, Maryland 20794 o __g, - o

1. DEPARTMENT /AGENCY ' 2. DIVISION ' 3. UNIT

DEPR M ldater +Sewer

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR .

DEF TON-RECORD S REFERENCE AS WEUL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

DERCOCHTION TEST FILES 10

‘ (BRIFFLY DESCRIBE THE TYPES OF DNFORMATION/DOCIMENTS/FORMS FOUMD
SERTE SCRIPTT - ;
5. RECCRD S DIS . ToN JIN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) .

7. RECORDS SERIES FORMST(S) - 8. RECORDS SERIES SEQUENCE - S. VOLIME

M LETTER SIZE [] MICROFTLM [] ALPHABETTCAL Kl FILE DRAWER(S)

‘9 [J MICROFTIM REEL(S)
.LEGAL SIZE [] COQMFUTER TAPE : [ NBMERTCAL (] COMPUTER TAPE(S)
NIMBER

(] OTHER SPECIFY

(] BOUD BOOK [ ] FLOPPY DISK [] CHRONOLOGICAL .
: 10. VOLIME _
(] AUDTO TAPE [] VIDEO TAPE ( GEOGRAPHICAL - )’ FILE DRAWER(S) -
' ¢ [ ] MICROFIIM REELS(S)
[} OTHER(SFECIFY) (] OTHER SPECIFY (] COMPUTER TAPE(S)
N@RBER [] OTHER(SPECIFY)
I1. FILE US USED 12. FILES BECOME DMCTIVE AFTER
X pamy 00 W=y (3 MONTHLY S I MONTH(S) ¥ 1=ar(3S
NIMEER
13. CURRENT LCCATICN(S) (BLLG., FLCOR, ROGM) 14. IS RECORDS SERTES DUPLICATED ELSEWHERE?
(If yes, specify agercy or office
(1 YES X wo
I5. ACCESS RESTRICTIONS [] YES K M 16. AUDIT REQUIREMENTS
(1f yes, cite law(s) & regulation(s) MNONE [] statE  [] FEDERAL [] DNDEPEXDENT
17. IS AN DMDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENCED RETENTION
describe and hardware/software) 2e
Kws [ 7
1S, NAE

AND TITLE OF PREPARER 20. TELZPECNC NGMERR

21. DATE
F75E 7 /02 /88

H




CL3T

INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES

: AGEN
| SEPARATE FORM FOR EACH NEW OR : RECORDS MANAGEMENT DIVISION - ENCY R}ECO.RD.S ,.INYE.M.ORY
REVISED RECORD SERIES. FORWARD - 7275 WATERLOO ROAD
WI"EOORDS RETENTION SCHEDULE. - - _ P.0. Box 275" page g
Jessup, Maryland 2079% 2 o
. DEPARTMENT /AGENCY 2. DIVISION S 3. UNIT
DEPRmM ater » Secrer

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.
4. RECORD SERIES TITLE . 5. EARLIEST YEAR/LATEST YFAR

Commerceaty Files A 10

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOURD
IN THE SERTES. INCLUCE THE ?URPOSE OR FUNCTION OF THE SERTES)

T e
7»&/",« f«v Mf? wali) e oy ihccoTind

Note: he Rerceern MWW WM - WEL 55‘7"9‘5LU””76N7_..
CoNS TRULCTION EFILES %mmﬂo«ﬂz

DEFINITION-RECORD SERIES-

6. RECCRD SERTES DISCRIPTION -

7. RECORDS SERIES FORMST(S) - 8. RECORDS SERIES SEQUENCE 5. VOLIME . .
¥§ LETIER SIZE [] MICROFTIM (W ALPHABETICAL Sd FILE DRAWER(S)
. /// [] MICROFIIM REEL(S)
LEGAL SIZE [] CCMPUTER TAPE : [ NERICAL 7~ [1 COMPUTER TAPE(S)
. NMBER [ ] OTHER SPECIFY
[J BoD BOOK [] FLOPPY DISK . [] CHRONOLOGICAL .-
10. VOLIME _
{] ap1O TAPE  [] VIDEO TAPE K GEOGRAPHICAL ' 5/ FILE DRAWER(S)
’ ] MICROFIIM REELS(S)
[ 1 OTHER(SPECIFY) [} OTHER SPECIFY {] COMPUTER TAPE(S)
NMBER [] OTHER(SPECIFY)
1. FILE US USED 12. FILES RECOME DWACTIVE AFTER
K mamy 01wy [ Yoy 17 MONTE(S) (7 TEaR(Z)
(D aftde Foninids phaitock (2) Never ¥
v [4 v
13. CURRENT LCCATICN(S) (BLLG., FLCOR, ROCM) 4. IS RECORDS SERIES DUFLICATED ELSEWHERE?
(1f yes, specify agercy or office
(I .
pM e Ehectie MM&._%&M&M »ﬁgﬂ‘ 40.*14’/7/.
15. ACCESS RESIRICTIONS []1 YES (] ™o 16. AUDIT REQUIREMENTIS
(If yes, cite law(s) & regulation(s) B woNE  [] STATE  [] FEDERAL [] TNDEPENDENT
17. IS AN INDEX SYSTEM USED? (if.yes, explain briefly and 18. RECOMMENDED RETENTICN
descrite and hardware/software) S,
X YES [] %o | # Qo it o NEW ESTREUSHMENT

W W corsTRUCTION FILES

1. NQE A3D TITLE QF PREPARER 20. TELEFEONE NOMERR 21. DATE
| 3755 7/23 /88




b3 7

INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES
‘ AGE
. SEPARATE FORM FOR EACE NEWOR . RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERTES. FORWARD 7275 WATERLOO ROAD — —
wr‘ooRDs RETENTION SGHEDULE. = = .. .. . P0.Box 275 . 5 o o wge oo -
Jessup, Maryland 207% & o
1. DEPARTMENT /AGENCY - " 2. pwIstv 3. UNIT
DEPRmM (Dol v Secoer

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

DEFINTTION-RECORD S REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE 5. FARLIEST YFAR/LATEST YFAR
MATOR S0 BOINVISION FILES | ™
' (BRIEFLY DESCRIRE THE TYPES OF INFORMATTION/DOCUMENTS/FORMS FOUMD
6. RECCRD S DIS TION IN THE SERTES. INCLUCE TEE PURPOSE OR FUNCTION OF THE SERIES) »

42 O =&
‘ poo Aot aponentod oo Thaod & Lo

7. RECORDS SERTES FORMSI(S) - 8. RECORDS SERIES SEQUENCE S. VOLIME . . .
X1 LETTER SIZE [} MICROFTIM 0 ALPHABETICAL Pd FILE DRAWER(S)
‘ / [J MICROFTIIM REEL(S)
LEGAL SIZE ] CCMPUIER TAPE : {1 NERICAL 3 ‘7— [ 1 COMPUTER TaPE(S)
. NBER [} OTHER SPECIFY
(] BOMD BOOK [] FLOPPY DISK - [] CHRONOLOGICAL
: - 10. VOLE ,
(] AUDIO TAPE [] VIDEO TAPE &8 GECGRAPHICAL : % FILE DRAWER(S)
‘ ' é (] MICROFIIM REELS(S)
(] OTHER(SPECIFY) (] OTHER SPECIFY {] COMPUTER TAPE(S)
NQEBER (] OTHER(SPECIFY)
Il. FILE US USED : 12. FILES BECOME DNACTIVE AFTER
K pamy 0 W=y (3 MONTHLY 7 MONTH(S) (1 YZaR(S)
MMBER 4 o, Z:m,z:((,
v / L4
13. CURRENT LCCATICN(S) (BLLG., FLCOR, ROCM) 14. IS RECORDS SERIES DUFLICATED ELSEWHERE?
(If yes, specify agercy or office
(] ¥ES (23
I5. ACCESS RESTRICTIONS [] YES I4T0 16. AUDIT REQUIREMENTS ‘
(1If yes, cite law(s) & regulation(s) (4o (] sTaTE (] FEDERAL [] DINDEPENDENT
17. IS AN DNDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMENDED RETENTICN

descrite and hardware/software) . ,w'/ Mb
e O % b oot (ertide
i > , Py M

4
1¢. NAME AND TITLE OF PREPARER 20. TELZPECNE NOMERR - 21, )
| 3755 /R |£E




4477

REVISED RECORD SERIES.

TNSTRUCTIONS — TYPE OR PRINT A
CEPARATE FORM FOR FACH NEW OR
FORWARD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCO ROAD

AGENCY RECORDS INVENTORY

ITTHRECORDS RETENTION SCHEDULE. . - P.0. Box 275 P’ : f
Jessup, Maryland 20794 _ age O_
|. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT
A GROUP OF RELATFED RECORDS NORMALLY FAED AND USED AS A UNIT FOR
OEFINIT SFRIES— i
_JEF TON-RECORD S” REFERENCE AS WELL AS RETENTION AND DISPOSTTION PURPOSES.

4. RECORD SERIES TTITLE

ﬂ&f‘/ﬁ / )L\S

5. EARLIEST YEAR/LATEST YEAR
10

5. RECCRD SERTES DISCRTPTICN

_(BRIEFLY DESCRIBE TEE TYFPES OF INFORMATION/DOCRENTS /FORMS FOUMD
IN THE SERIES. INCLUCE THE PURPOSE QR FUNCTION OF THE SERIES)

ﬁ-}gp//c@ns//ggrm/r’s 7)) 70@{"42‘5 of maintae a,«a(,elfxmw, W%‘_&s
demolitron s, /teﬁ.; Ws

;ﬁm?oﬁ»wCégweﬂ)

WWW[W)W

7. PECORDS SERIES FORMST(S)

8. RECORDS SERIES SEQUENCE 9. VOLIME

§ LETTER SIZE [ MICROFTL [ ALPHABETICAL By FILE DRAKER(S)
// [ ] MICROFTIM REEL(S)
Qs ) o [] NoERICAL - /3 [] coPUTER TAFE(S)
. N@BER  [] OTHER SPECIFY
(] BoD BOOK  [] FLOPPY DISK ] CHRONOLOGICAL
o 10. VOLIME ,
(] aupIo TAPE (] VIDEO TAPE (] GECGRAPHICAL .. ]X FILE DRAWER(S)
(] MICROFTIM REELS(S)
(1 OTHER(SFECIFY) (] OTHER SPECIFY / (] COMPUTER TAPE(S)
NRBER (] OTHER(SPECIFY)
It. SILE US USED 12. FILES BECOME ‘\hC‘*"- AFTER '
{1 DALY W = [ youmEy S MONTH(S) X TR0
NQMEER

13. CURRENT LCCATICN(S) (BLDG., FLCOR, ROCM)
(1f yes, specify agercy or office

14. IS RECORDS SERIES DUFLICATED ELSEWAERE?

WW

(] ¥ES XJ 2
5. ACCESS RESTRICTIONS () ¥ES O Mo 16. AUDTT REQUIREMENTS
(If yes, cite law(s) & regulation(s) YOME ] STATE (] FEDERAL (] DTEPRDENT
17. 1S AN DNCEX SUSTEM USED? (If yes, evplain briefly and 18. RECOMEMCED RETENTICN . .
descrite and hardware/sofowvare) WW
YES (I1x ;
W s Nedenogs) Cluted’

¢, YAE AND TTILE QF PREPARER

20. mLUE ..f' STOMERT
S785




tL?7

INSTRUCTIONS - TYPE OR PRINT A
- SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

wr'scoRDs RETENTION SCHEDULE.-. -

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

“P.0. Box 275

AGENCY RECORDS INVENTORY

A Page of

Jessup, Maryland 2079
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT
DEPR M LasteManmgemend

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

DEFINITION-RECORD SERIES—

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TTTLE
LASTE LDISIFNSHL.

5. EARLIEST YEAR/LATEST YFAR

FAUUTIES FILER TO

_(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUMD

6. RECCRD SERTES DISCRIPTICN

Ww

]N”"HESERHES

X@‘&&s

INCLUCE ’[HE PURPOSE OR FUNCTION OF THE SERIES)

v LDa g To DaTiiw
’7&% s"}wZL Ha T

7. RECORDS SERIES FORMST(S)
[ LETIER SIZE [] MICROFII

'LEG;J_ SIZE [] COMPUTER TAPE
[] BOWND BOOK [ ] FLOPPY DISK
{1 AUDIO TAPE  [] VIDEO TAPE

] OTHER(SFECIFY)

8. RECORDS SERIES SEQUENCE 9. VOLIME . .
(X AUPHAEETICAL 50 FILE DRAWER(S)
] MICROFIIM REEL(S)
(1 NQERICAL [1 COMPUTER TAPE(S)
NRBER  [] OTHER SPECIFY
[} CHRONOLOGICAL --
10. VOLIME

.8 FILE DRAWER(S)

{] GECGRAPHICAL .
, { )} MICROFIIM REELS(S)
__iﬁ,[] COMPUTER TAPE(S)
NIMBER [] OTHER(SPECIFY)

(] OTHER SPECIFY

Il. TILE US USED 12. FILES BECOME DMACTIVE AFTER
(] pamy ¥ =Ly [} MONTHLY r MONTH(S) ¥ TER(3)
NMBER
13. CURRENT LCCATICN(S) (BLLG., FLOOR, ROCM) 14. IS RECORDS SERTES DUPLICATED ELSEWHERE?
(If yes, svecify agency or office
(] ¥ES My
IS. ACCESS RESTRICTTIONS [1Y¥Es X no 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) ) e [) State (] FEDERAL [] TNDEPDXDENT

17. IS AN DNDEX SYSTEM USED? {(If. yes,
describe and hardware/sofcware)
M vES (] x

’Mxﬁa

explain briefly and

18. RECOMMENDED RETENTICN

19, NALE }"D TITLE OF PREPARER

20. TELZPECND WIfEES

3755’




CLET

INSTRUCTIONS - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES
. AGENCY RECORDS INVEN

. SEPARATE FORM FCR EACH NEW OR . . RECORDS MANAGEMENT DIVISION 0 TORY
REVISED RECORD SERTES. FORWARD 7275 WATERLOO ROAD —

wl'.ECDRDS RETENTION SCHEDULE. - o - P.0. Box 275 Page oF

Jessup, Maryland 207% ) g :
. DEPARTMENT/AGENCY 2. DIVISION ' 3. UNIT
DEPRM Daste MWM

A GROUP OF RELATED RECORDS NORMALLY/FILED AND USED AS A UNIT FOR
REFFRENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4, RECORD SERIES TITLE . 5. EARLIEST YEAR/LATEST YEAR

Complant Invesﬁ%aﬁ/oé Files 10

_V(BRIE'.FLY DESCRIBE THE TYPES OF INFORMATION/DOCIRMENTS/FORMS FOUMD
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

DEFINITION-RECORD SERIES-

6. RECCRD SERTES DISCRIPTION

-
-

7. RECORDS SERIES FORMST(S) - 8. RECORDS SERIES SEQUENCE S. VOLIME ; .
Kl LEITER SIZE [] MICROFDIM X ALPHABETICAL X FILE DRAWER(S)
Q / [ ] MICROFTIM REEL(S)
LEGAL SIZE [] CCMPUTER TAPE : [] NERICAL / 27 [] CQMPUTER T4PE(S)
. NMBER  [] OTHER SPECIFY
[J BouND BoOK  [] FLOPPY DISK . . - [] CHRONOLOGICAL
: ' - _ 10. VOLQE ,
[] AUDIO TAPE [] VIDEO TAPE . - [] GEocrapPHICAL . M FIIE DRAWER(S)
// (] MICROFTIM REELS(S).
(] OTHER(SPECIFY) (] OTHER SPECIFY 77 [] COMPUTER TAPE(S)
" NGMEBER (] OTHER(SPECIFY)
Il. FILE US USED : 12. FILES BECQME DUC“TW AFTER
(1 mamy K w=ay (] YONTLY 7 2ONTH(S) (1 YE8R(3S
NUMBER &‘ .y, . z Zz;, :
13. CURRENT LCCATICN(S) (BLLG., FLCOR, RCOM) 4. IS RECORDS SERIES DUPLICATED ELS"T\rIERE
(1f yes, specify agency or office
[1 YES ¥ o
IS. ACCESS RESTRICTIONS [] vES X O 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) Xi sode  [] StaTE  [] FEDERAL [] DXDEPEXDENT
17. IS AN DMDEX SYSTEM USED? (If yes, explain briefly and . RECOMMENDED RETENTICN ~

describe and hardware/sofoware) _
K VES [] o . cj ,7444»4/ W W—uﬁﬂz"‘)
&7 Asetzon) Crrmpple T

1. NAME AND TTTLE OF PREPARER 20. TELZPECMNE NIMEER

21. DATE
3755 7/ 2 /88




/Q}7

INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR FACH NEW OR
REVISED RECORD SERIES. FORWARD
WlT.OORDS RETENTION SCHEDULE.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. Box 275

AGENCY RECORDS INVENTORY

Page of

Jessup, Maryland 20794
1. DEPARIMENT /AGENCY 2. DIVISION 3. UNIT
DELPRM Sediment

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERTES TITLE

SvBpivisioN FILES

S. EARLIEST YEAR/UATEST YEAR
TO

(ERTTLY DESCRIEE THE TYPES OF TNFORMTION/DOCONENTS/FORYS FOUD
&
6. RECORD SERTES DISCRIPTION IN THE SERTES. INCLUDE TEE PURPOSE OR FUNCTION OF THE SERIES)

é’ww&f Ao irn ot W%“‘WW"“J‘&M
W Cormplacuts, WW

7. RECORDS SERIES FORMST(S)
M LETTER SIZE [] MICROFIIM

'T.EGAL SIZE [] COMPUIER TAPE
[] BOUND BOCK  [] FLOPPY DISK
{] AUDIO TAPE [] VIDEO TAPE

(] OTHER(SPECIFY)

{1 NQERICAL
] CHRONOLOGICAL
[] GEOGRAPHICAL

[] OTHER SPECIFY

8. RECORDS SERIES SEQUENCE G. VOLIME .
W ALPHABETICAL

# FILE DRAWER(S)
/‘. (] MICROFIIM REEL(S)
[1 COMPUTER TAPE(S)

NMBER [ ] OTHER SPECIFY

10. VOLIME ‘
% FILE DRAWER(S)
5% (] MICROFIIM REELS(S)
' (] COMPUTER TAPE(S)

pltw NEER [] OTHER(SPECTFY)
) v
11, FILE US USED 12. FILES RECCME TNACTIVE AFTER
{3 namy b sy (3 MONTHLY / 7 ONTH(S) O YEsR(S; . -
NRMEER :
YA oted-
I3. CURRENT LCCATICN(S) (BLIG., FLCOR, ROGM) 14. IS RECORDS SERIES DUFLICATED ELSEWHERE?
(If yes, specify agency or office
CoR (] YES %0

IS. ACCESS RESTRICTIONS [] ¥ES ¥ 0
(If yes, cite law(s) & regulation(s)

16. AUDIT REQUIREMENTS
(#ToE [] StaTE (] FEDERAL [] DNDEPENDENT

17. IS AN DMDEX SYSTEM USED? {If yes, explain briefly and
describe and hardware/sofcware)

M VES, (]

18. RECOMENDED RETENTICY
/”“”WMW ‘MMM

S Al )

TITLE OF PREPARER

20. TELEPECNE ¥MEER

S7855

21. DATE

7R /88




L3

INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES
4 AGE
. SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION NCY RECORDS INVENTORY
REVISED RECORD SERTES. FORWARD 7275 WATERLOO ROAD
wr.scom)s RETENTION SCHEDULE. |  P.0. Box 275 b ]
Jessup, Maryland 20794 age o
1. DEPARTMENT /AGENCY 2. DIVISION ’ 3. UNIT

DEFPRM S, Contrel,
: A GROUP OF RELATED RECORDS NORMALLY FILFED AND USED AS A UNIT FOR
DEF TON-RECORD S REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERTES TTILE 5. EARLIEST YEAR/LATEST YEAR

SEOIMENT CONTROLS PLANS g

(BRIEFLY DESCRIRE THE TYPES OF INFORMATION/DOCIRMENTS/FORMS FOUMD
IN THE SERIES. INCLULE THE PURPOSE OR FUNCTION OF THE SERIES)

6. RECCRD SERTES DISCRIPTION -

7. RECORDS SERIES FORMST(S) - 8. RECORDS SERIES SEQUENCE 9. VOLRE . : .
[1 LETTER SIZE [ MICROFIIM [] ALPHABETICAL ‘ M FILE DRAWER(S)
// [[J MICROFTIM REEL(S)
'LEGAL SIZE [] COMFUTER TAPE : [] NMERICAL V 2~ [] COMPUTER TAPE(S)
. NIMBER (] OTHER SPECIFY
[J BoMD BOOK  [] FLOPPY DISK ] CHRONOLOGICAL
: 10. VOLIME o
(] AuDTO TAPE  [] VIDFO TAPE (1 GEOGRAPHICAL M FILE DRAWER(S)
- [] MICROFIIM REELS(S)
{1 OTHER(SPECIFY) {] OTHER SPECIFY /M”y [] COMPUTER TAPE(S)
/W")' NMBER (] OTHER(SPECIFY)
MMO{@{
Il. FILE US USED 12. FILES RECOME DNACTIVE AFTER
(1 pamiy e (3 MONTHLY 77 MONTH(S) (7 TEAR(E)
‘ NIMBER
13. CURRENT LCCATICN(S) (BLLG., FLOOR, ROCM) 4. IS RECORDS SERIES DUPLICATED ELSEWHERES
(1f yes, specify agency or office
(1 ¥ES (1M
15. ACCESS RESTRICTIONS [1 YES (] ™ 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & ragulation(s) (1xoNe (] STATE (] FEDERAL [] DXDEPDXDENT
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENCED RETENTION
descrite and hardware/software)
[] ¥ES (1 x

19, NgE AND TITLE OF PREPARER 20. TELEZFECNZ WOMERR 21.

DATE
3755 7/22 /88




L0637

INSTRUCTIONS - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES
. A
SEPARATE FORM FOR EACH NEW OR , RECORDS MANAGEMENT DIVISION GENCY RECORDS INVENTORY
REVISED RECORD SERTES. FORWARD 7275 WATERLOO ROAD
WI'J.‘ECORDS RETENTION SCHEDULE.: - .. . . . P.0. Box 275 Pace of
Jessup, Maryland 2079% .ag °

. DEPARTMENT/AGENCY 7 2. pvISTON ' 3. UNTT

BELPRM) SEVIMENT CONTROL

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELU AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
SeeuRiTY BoNO F/LES _ T0

‘ (BRIFFLY DESCRIBE THE TYPES OF DEORVATION/DOCUMENTS/FORUS FOUTD
< ) - R
6. RECORD SERTES DISCRIFTION ='py mr opetrs. INCLUDE TEE PURPOSE OR FUNCTION OF THE SERTES)

wﬁfwu g of

DEFINITION-RECORD SERIES-

7. RECORDS SERTES FORMST(S) - 8. RECORDS SERIES SEQUENCE S. VOLIME . .
jx( LETTER SIZE [] MICROFOIM [] ALPHABETICAL ¥ FILE DRAWER(S)
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|. DEPARTMENT/AGENCY 2. DIVISION ' 3. UNIT
DEPRM Storm Waler /)75?4'

DEFTNTTION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TTITLE

50/'@37[@0?‘5 Fles

5. EARLIEST YEAR/LATEST YEAR
10

5. RECCRD SERTES DISCRIPTION

_(BRIEFLY
IN THE SERIES.

Hewe it of
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INCLUCE THE ZURPOSE OR FUNCTICN OF THE SERIES)

M
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M LETTER SIZE [) MICROFDIM

‘E@L SIZE [] COMFUIER TAPE
(] BOUND BOOK [} FLOPPY DISK
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_(BRIEFLY DESCRIBE THE TYPES OF INFORMATTON/DOCIRMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FU\TCI‘IO\I OF THE SERIES)

DEFINTTTION-RECORD SERIES-

6. RECORD SERIES DISCRIPTICN
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13. CURRENT LCCATION(S) (BLDG., FLOOR, ROCM) 14. IS RECORDS SERIES DUPLICATED ELSEWHERE?

(1f ves, specify agency qr office

I&WW {1 YES (] M

v

15. ACCESS RESTRICTICNS [] YES Mo . 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) B¥ToNeE  [] STatE  [] FEDERAL  [] INDEPENDENT
17. IS AN INDZX SYSTEM USED? (If yes, explain briefly and 18. RECCMMENDED RETENTION
oo e &7 hardware/sofare) Ao ot o3 Luch o LORTER
VE . h
besche il ptorns QUALTY EMERFENC TFILES
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